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The  Committee  on  Salaries  and  Grades  of  the  Board  of  Estimate  and 
Apportionment  announces  that  the  standard  specifications  for  personal  service 
proposed  by  the  Bureau  of  Standards  are  printed  and  published  for  the  purpose 
of  encouraging  general  consideration  and  discussion.  These  specifications 
have  not  been  approved  by  the  Committee  on  Salaries  and  Grades  or  by  any 
other  Committee  of  the  Board  of  Estimate  and  Apportionment.  The  Com- 
mittee on  Salaries  and  Grades  will  welcome  a full  discussion  of  the  specifica- 
tions submitted,  on  the  part  of  City  employes  and  the  public  and  will  give 
due  consideration  to  suggestions  and  recommendations. 

WILLIAM  A.  PRENDERGAST, 

Comptroller 

GEORGE  McANENY, 

President,  Board  of  Aldermen 

Committee  on  Salaries  and  Grades 


PREFACE 


Foreword  to  the  Board  of  Estimate  and  Apportionment,  Taxpayers,  and  City 

Employes 

The  .specifications  for  personal  service  in  the  government  of  the  City  of 
New  York  proposed  by  the  Bureau  of  Standards  of  the  Board  of  Estimate 
and  x^pportionment,  are  designed  primarily  to  furnish: 

I.  Accurate  general  descriptions  of  the  duties  of  all  positions  in  the  City 
government. 

II.  Rates  of  compensation  which  the  Board  of  Estimate  and  Apportion- 
ment, as  the  controlling  financial  body  of  the  City,  will  pay  employes  filling  these 
positions. 

III.  Standards  which  the  Municipal  Civil  Service  Commission  may  follow 
in  adopting  a new  classification,  in  conducting  examinations  and  in  controlling  the 
performance  of  work  under  proper  titles. 

IV.  Exact  information  indicating  to  present  and  prospective  employes  con- 
ditions of  compensation  and  advancement  in  the  City  service. 

I.  BASIS  OF  DESCRIPTIONS  OF  DUTIES— 

The  descriptions  of  duties  have  been  set  up  as  the  result  of  exhaustive 
studies  of  duties  performed  and  required  in  existing  positions  throughout 
the  various  departments  and  offices  of  the  City  government.  These  studies 
have  been  supplemented  by  conferences  with  department  heads  and  other 
employes.  All  available  information  as  to  existing  titles  and  duties  has 
been  collected  and  classified.  In  general,  the  classification  has  been  func- 
tional, that  is,  an  attempt  has  been  made  to  place  together  in  the  proper 
divisions  similar  employments  irrespective  of  department  and  office  lines. 
For  example,  one  of  the  large  divisions  or  services  is  known  as  the 
Professional  Service.  All  positions  of  a professional  nature  throughout 
the  City  are  included  in  this  Service.  Similarly,  within  the  secondary 
division  known  as  a Group,  such  as  the  Engineer  Group  in  the  Professional 
Service,  all  engineering  positions  throughout  the  City  service  are  included. 
In  a few  cases  a Service  or  Group  represents  both  a functional  and  depart- 
mental classification.  For  example,  the  Police  Service  includes  only  positions 
in  the  uniformed  force  of  the  Police  Department. 

The  general  classification  proposed  is  in  the  form  of  grand  divisions 
called  Services,  divisions  of  Services  called  Groups,  and  Grades  within 
Groups.  The  following  are  the  definitions  of  these  terms : 

Service — 

The  term  “ Service  ” is  used  to  designate  the  broadest  convenient 
division  of  related  offices  and  employments  determined  irrespective  of 


The  following  is  a list  of  all 


the  legal  class  to  which  they,  belong. 

Services : 

Executive 
Legislative 
Judicial 
Professional 
Investigational 
Educational 
Sub-Professional 
Inspectional 
Clerical 
Custodial 
Police 
Fire 

Street  Cleaning 
Institutional 
Skilled  Trades 
Labor 

Group — 

The  term  “ Group  ” is  used  to  designate  a subdivision  of  a service 
established  for  the  purpose  of  distinguishing  the  work  or  duties  gen- 
erally performed  in  the  same  profession,  vocation,  trade  or  calling, 
such  as : 

Physician  Group 
Engineer  Group 
Bookkeeper  Group 
Prison  Keeper  Group 
Painter  Group 

Grade — 

The  term  “ Grade  ” is  used  to  designate  a subdivision  of  a Group 
distinguishing  the  specific  work  or  duties  to  be  performed  by  indi- 
vidual officers  or  employes  and  an  appropriate  range  of  salary,  the 
distinctions  between  grades  being  based  upon  clearly  discernible  differ- 
ences in  the  importance,  difficulty,  responsibility  and  value  of  the  work. 

II.  BASIS  FOR  RATES  OF  COMPENSATION— 

The  rates  of  compensation  which  the  Bureau  of  Standards  recom- 
mends for  the  different  positions  are  based  upon  the  following  factors : 

1.  The  market  value  of  the  particular  kind  of  work  performed. 

In  determining  this,  inquiries  were  made  of  leading  corporations, 
such  as  the  insurance  companies  and  public  utility  corporations,  depart- 
ment stores,  large  contractors,  charitable  organizations,  business  and 
banking  houses  in  the  City  of  New  York  and  other  places  where  living 
conditions  were  thought  to  be  comparable.  Inquiries  were  also  made 
to  determine  the  rates  of  compensation  in  the  larger  American  city 
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and  state  governments  and  in  the  national  government  at  Washington, 
especially  where  scientific  methods  have  been  employed  to  determine 
salaries.  Although  some  scientific  studies  have  been  made  in  the 
government  at  Washington  and  although  Chicago,  Milwaukee,  Pitts- 
burgh and  other  cities  have  adopted  a standardization  program,  it 
has  been  found  very  difficult  to  use  rates  paid  in  other  government 
units  without  careful  consideration  of  differences  in  conditions  and  in 
methods  adopted.  The  rates  paid  in  private  corporations  in  the  City 
of  New  York  have  been  of  greater  value.  Studies  have  also  been 
made  of  rates  and  conditions  governing  advancement  in  European 
cities,  and  salary  schedules  in  several  German  cities  have  been  trans- 
lated with  a view  to  their  publication  as  an  appendix  to  a general  report. 

2.  Conditions  peculiar  to  certain  employments  in  the  City  Service. 

There  is  a comparatively  large  number  of  positions  in  the  City 

service  not  found  in  private  employment,  or  differing  from  positions 
with  the  same  or  related  titles  in  private  employment  in  so  many  essen- 
tials that  comparisons  in  salary  are  often  of  apparent  rather  than  real 
value.  For  example,  although  Fire  Telegraph  Despatchers  in  the 
Fire  Department  are  performing  work  similar  in  some  respects  to 
the  work  of  ordinary  telegraph  despatchers  and  train  despatchers,  a 
large  part  of  their  duties  is  peculiar  to  a City  fire  alarm  system.  The 
fixation  of  their  compensation  by  comparison  with  private  employment 
without  regard  to  their  peculiar  duties  would  be  unfair  and  inaccurate. 
The  difference  is  even  more  marked  in  the  supervisory  positions  in  the 
City  fire  alarm  system.  Similarly,  there  are  conditions  of  location, 
housing,  long  hours  and  surroundings  which  must  have  a direct  bear- 
ing upon  the  rates  of  compensation  finally  recommended. 

3.  The  experience  of  the  Municipal  Civil  Service  Commission 
in  examining  and  certifying  for  the  positions  in  the  City  service  at  the 
existing  rates  of  compensation. 

As  the  employment  and  recruiting  agency  for  the  City,  the 
Municipal  Civil  Service  Commission  has  had  considerable  experience  in 
inducing  properly  qualified  candidates  to  compete  for,  and  successful 
candidates  to  accept,  positions  in  the  City  service.  In  some  branches 
private  business  offers  far  greater  opportunities  for  conspicuous  mate- 
rial success  than  governmental  employment,  and  a somewhat  higher 
rate  of  compensation  must  be  paid  than  prevails  in  private  employ- 
ment, in  order  to  attract  and  retain  qualified  persons.  Moreover,  the 
majority  of  employes,  excepting  laborers  and  helpers  in  hospitals,  have 
been  appointed  to  positions  in  the  City  service  through  competitive 
examinations  and  are  presumably  selected  in  such  a way  as  to  guarantee 
more  than  ordinary  ability  to  perform  the  required  work.  With  the 
raising  of  standards  in  civil  service  examinations,  the  greater  frequency 
of  examinations  and  the  improvements  in  the  technique  of  examining 
which  have  been  announced  by  the  Municipal  Civil  Service  Commis- 
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sion,  the  rates  of  compensation  to  be  paid  by  the  City  should  be  based 
upon  the  theory  that  only  the  best  of  a large  number  of  qualified 
persons  will  be  permitted  to  enter  the  City  service. 

4.  The  assumption  that  New  York  City  wishes,  as  far  as  it  is 
financially  able,  to  be  a model  employer. 

In  those  employments  in  which  private  corporations  are  paying  in- 
adequate salaries  or  taking  advantage  of  unemployment  and  other 
market  conditions,  the  Bureau  of  Standards  has  recommended  salaries 
somewhat  higher  than  private  corporations  pay.  The  theory  upon 
which  these  recommendations  are  made  is  that  ultimate  economies  will 
be  achieved  by  obtaining  and  retaining  the  services  of  a better  class  of 
employes  than  can  be  had  at  the  market  rates.  In  relation  to  the  com- 
pensation to  be  fixed  for  the  lowest  paid  manual  laborers,  the  Bureau  of 
Standards  has  made  a study  of  the  cost  of  living  in  the  City  of  New 
York  and  of  the  minimum  wage  upon  which  a normal,  self-respecting 
family  can  subsist.  Conclusions  drawn  from  this  study  have  been  used 
in  fixing  the  proposed  rates  for  Sweepers,  Drivers  and  Boardmen  in 
the  Street  Cleaning  Department  and  for  other  similar  employments. 

5.  The  theory  that  a range  of  salary  rather  than  a fixed  rate 
should  be  established  for  the  majority  of  positions  in  the  City  service. 

This  theory,  which  is  based  upon  the  experience  of  the  most  pro- 
gressive private  corporations  and  cities  in  this  and  other  countries, 
involves  the  establishment  of  a minimum  compensation  slightly  below 
the  exact  value  of  the  least  important  position  in  a particular  grade  and 
a maximum  slightly  above  the  value  of  the  most  important  position  in 
this  grade,  with  intervening  graduated  rates.  In  the  lower  grades, 
advancement  from  the  minimum  to  the  maximum  of  the  grade  should 
depend  largely  upon  length  of  satisfactory  service.  In  the  higher 
grades,  this  advancement  should  depend  upon  length  of  service  of  a 
standard  progressively  higher  in  each  grade,  but  conditional  upon  an 
appraisal  of  the  maximum  value  of  the  position.  Owing  to  the  difficulty 
of  establishing  a minimum  rate  which  shall  be  fair  for  all  positions 
in  the  grade,  fixation  of  the  initial  rate  has  been  left  in  some  cases  for 
determination  on  the  basis  of  a specific  appraisal. 

III.  STANDARDS  TO  BE  FOLLOWED  BY  THE  MUNICIPAL 
CIVIL  SERVICE  COMMISSION— 

The  present  civil  service  classification  of  positions  is  in  need  of  careful 
revision  and  simplification.  New  and  undescriptive  titles  have  found  their 
way  into  the  classification  during  the  last  few  years.  The  number  of  posi- 
tions in  the  exempt  class  has  gradually  increased.  In  the  absence  of  definite 
general  definitions  of  duties  to  be  performed  under  the  various  titles  and 
of  a system  of  inspection  and  control,  employes  have  in  many  cases  been 
assigned  to  duties  for  which  they  never  qualified  by  examination.  The  regu- 
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lations  and  procedure  involved  in  the  present  civil  service  classification  have 
become  so  complicated  that  only  a few  persons  can  understand  them.  There 
is  immediate  need  of  a new  classification  based  upon  standard  grades  and 
definitions  of  duties  and  of  a readjustment  of  titles  and  positions  in  the  City 
service  in  accordance  with  this  classification.  The  Bureau  of  Standards 
has  consulted  with  the  Municipal  Civil  Service  Commission  regarding  titles 
and  grades  in  the  new  specifications  and  the  Municipal  Civil  Service  Com- 
mission has  indicated  its  desire  to  adopt  a new  classification  and  to  make 
readjustments  in  title  and  grade,  based  substantially  upon  these  specifications. 
The  Municipal  Civil  Service  Commission  is  also  prepared  to  use  these  specifi- 
cations as  the  basis  for  the  checking  of  payrolls,  the  investigation  of  the 
performance  of  work  under  proper  title,  and  the  advertising  of  exam- 
inations. 

IV  INFORMATION  FOR  PRESENT  AND  PROSPECTIVE  EM- 
PLOYES— 

At  the  present  time  there  are  no  definite  printed  regulations  indicating 
to  present  and  prospective  employes  conditions  of  compensation  and  lines  ot 
advancement  in  the  various  classes  of  employment  in  the  City  service.  The 
standard  specifications  will  clearly  indicate  conditions  of  compensation  and 
lines  of  advancement  in  every  group  in  the  City  service,  and  will  also  indi- 
cate specialized  advancement  from  the  less  important  to  the  more  important 
groups.  For  example,  the  lines  of  advancement  will  be  indicated  within  the 
Bookkeeper  Group  of  the  Clerical  Service  and  from  the  Bookkeeper  Group 
of  the  Clerical  Service  to  the  higher  Accountant  Group  of  the  Professional 
Service.  Similarly,  lines  of  advancement  will  be  indicated  within  the  Drafts- 
man, Transitman  and  Law  Clerk  Groups  of  the  Sub-Professional  Service, 
and  from  these  groups  to  the  Engineer  and  Lawyer  Groups  of  the  Profes- 
sional Service.  This  information  may  be  incorporated  by  the  Municipal 
. Civil  Service  Commission  in  a general  textbook  or  manual  which  will  include 
all  material  on  employment  in  the  City  service  of  interest  to  present  or 
prospective  employes. 

OTHER  PURPOSES  OF  THE  PROPOSED  SPECIFICATIONS— 

Although  accurate  definitions  of  duties  and  proper  compensation  rates  are 
the  fundamentals  of  the  specifications,  there  are  other  considerations  which 
should  be  kept  in  mind.  The  evils  which  it  is  intended  to  correct  are  on  one 
side,  extravagance  and  waste  of  the  money  of  taxpayers,  and,  on  the  other, 
unfair  and  unequal  conditions  of  employment  which  affect  about  100,000  persons 
who  are  paid  from  the  City  treasury. 

The  rules  governing  public  employment,  in  order  to  bring  about  the  best  and 
most  lasting  results,  must  be  such  as  to  offer  a life  work  to  the  individual  who 
enters  the  City  service.  It  is  hardly  necessary  to  enlarge  upon  the  factors  which 
have  in  the  past  controlled  appointment  and  advancement.  The  present  con- 
dition of  the  City  service  is  a sufficient  object  lesson. 
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CONCLUSION— 

It  cannot  be  claimed  that  all  rates  of  compensation  proposed  are  satis- 
factory to  the  present  incumbents  of  all  positions  in  the  various  Services,  Groups 
and  Grades.  In  the  conferences  held  by  the  Bureau  of  Standards  with  employes 
it  has  been  the  almost  invariable  rule  that  employes  expressed  what  appeared  to 
the  Bureau  to  be  exaggerated  estimates  of  the  relative  importance  and  value 
of  the  work  they  were  doing.  In  most  instances,  however,  the  employes  and 
superior  officers  whose  opinions  were  regarded  as  of  the  greatest  value,  after 
reviewing  the  data  upon  which  compensation  rates  were  predicated,  have  agreed 
that  the  proposed  rates  are  reasonable. 

In  presenting  the  Bureau  of  Standards  specifications  for  personal  service, 
it  is  proper  that  acknowledgment  should  be  made  of  the  continuous  and  invaluable 
co-operation  of  the  Bureau  of  Municipal  Research,  notably  of  Dr.  Frederick  A. 
Cleveland,  Mr.  F.  W.  Lindars,  and  Mr.  Robert  Moses. 

GEORGE  L.  TIRRELL, 

Director,  Bureau  of  Standards. 
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GENERAL  REGULATIONS  AND  RECOMMENDATIONS 

I.  REGULATIONS  GOVERNING  AMOUNT  OF  INCREASES. 

The  general  regulations  governing  amount  of  increases  are  embodied  in  the 
following  table : 

Salaries  up  to  $1200.  . . .advances  of  $30  semi-annually,  or  $60  annually 

Salaries  from  $1200  to  $1800 advances  of  $120  annually 

Salaries  from  $1800  to  $2400 advances  of  $180  annually 

Salaries  from  $2400  to  $3600 advances  of  $240  annually 

Salaries  from  $3600  to  $4800 advances  of  $300  annually 

The  following  are  the  most  important  exceptions  to  this  general  rule : 

1.  It  has  been  found  necessary  to  make  special  regulations  governing 
increases  from  certain  rates.  Where  there  is  a rate  of  $1740,  $2340,  $3480, 
or  $3540,  the  increase  appropriate  to  the  range  immediately  above  has  been 
applied.  Therefore,  the  next  rate  after  $1740  is  $1920,  after  $2340  is 
$2580,  after  $3480  is  $3780,  after  $3540  is  $3840. 

The  next  rate  after  $2280  is  $2460  unless  the  increase  involves  promo- 
tion to  a higher  grade,  in  which  case  the  next  rate  is  $2520. 

2.  In  the  case  of  a higher  grade  involving  initially  much  greater  re- 
sponsibilities and  much  more  important  duties  than  any  in  the  grade  below, 
the  minimum  salary  rate  for  the  higher  grade  has  been  placed  above  the 
amount  fixed  by  the  general  rule.  For  example,  the  maximum  salary  for 
deputy  lay  superintendent  in  Grade  3 of  the  Institutional  Supervisor  Group 
is  $1800,  while  the  minimum  salary  for  a lay  superintendent  in  Grade  4 is 
$2100. 

II.  RECOMMENDATION  REGARDING  CREATION  OF  SPECIAL- 

IZED TITLES. 

The  titles  in  the  following  groups  are,  of  course,  not  exhaustive  but  it  is 
contemplated  that  few  entirely  new  titles  will  be  created.  The  Municipal  Civil 
Service  Commission  will  probably  receive  requests  from  time  to  time  to  retain 
specialized  positions  in  the  following  groups.  In  some  cases  department  heads 
will  be  able  to  show  that  the  original  or  promotional  list  under  the  general  title 
does  not  meet  their  needs.  In  this  event  it  is  recommended  that  the  Municipal 
Civil  Service  Commission  hold  a specialized  examination  under  the  appropriate 
general  title*,  adding  the  specialized  title  in  brackets.  This  procedure  is  recom- 
mended generally  in  all  groups.  It  will  serve  the  purpose  of  retaining  standard 
titles  in  all  cases,  of  discouraging  the  creation  of  new  and  undeseriptive  titles  and 
will  also  facilitate  transfers  where  similarity  of  duties  renders  transfer  desirable. 

III.  STATUTORY  LIMITATIONS 

In  county  offices,  courts  and  some  city  departments,  authority  to  fix  salaries 
is  in  many  cases  controlled  by  special  statutes.  A compilation  of  such  statutes 
will  be  published  as  soon  as  completed. 
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INSTITUTIONAL  SERVICE 

SYMBOL  (N) 


DEFINITION  OF  INSTITUTIONAL  SERVICE 

The  term  Institutional  Service  is  applied  to  those  offices  or  employments  the 
duties  of  whose  incumbents  are  to  perform  non-professional  work  incident  to 
the  maintenance  and  operation  of  City  hospitals  or  charitable  or  correctional 
institutions,  and  to  the  care  of  patients  or  inmates. 


V 
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ARTISAN  GROUP 

SYMBOL  (NA) 

The  term  Artisan  Group  is  applied  to  those  offices  or  employments  of  the  Institutional 
Service  in  which  incumbents  are  required  to  perform  handicraft  work  incident  to  the  mainte- 
nance of  City  hospitals  or  charitable  or  correctional  institutions. 

The  qualifications  which  are  required  for  admission  to  positions  in  the  various  grades 
and  the  specific  duties  of  incumbents  of  these  positions  are  set  forth  in  the  several  grade 
specifications  which  follow. 

GENERAL  REGULATIONS  GOVERNING  ADVANCEMENT— 

Beginning  with  the  lowest  rate,  advancement  from  rate  to  rate  within  each  grade  shall  be 
made  regularly  upon  the  completion  of  a term  of  at  least  six  months  of  satisfactory  service. 
Provision  for  advancements  for  the  year  shall  be  made  in  the  preparation  of  the  annual  tax 
budget.  Proof  of  satisfactory  service  shall  be  established  by  the  recommendation  of  the  head 
of  the  department  made  in  accordance  with  the  efficiency  record  regulations  of  the  Municipal 
Civil  Service  Commission  and  supplemented  by  investigation  under  the  rules  of  the  Board 
of  Estimate  and  Apportionment.  The  standard  of  satisfactory  service,  which  shall  entitle  an 
employe  to  an  increase,  shall  be  determined  annually  in  the  preparation  of  the  tax  budget 
and  shall  be  progressively  higher  in  each  succeeding  grade. 

Exceptions: 

1.  In  cases  of  conspicuous  service  or  achievement  recognized  by  the  Board  of 
Estimate  and  Apportionment,  advancement  may  be  made  after  the  prescribed  interval, 
to  a rate  higher  than  the  one  immediately  above. 

2.  Appointments  to  vacant  positions  made  prior  to  February  1 or  August  1 of 
each  year  will  be  regarded  as  dating  from  January  1 or  July  1,  when  considering 
length  of  service  in  connection  with  salary  increases. 
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GRADE  1 (N  Al) 

TITLES  OF  POSITIONS— 

HOSPITAL  ARTISAN 

DUTIES— 

The  duties  of  incumbents  of  these  positions  are  to  perform  under  supervision 
minor  handicraft  work  incident  to  the  maintenance  of  City  hospitals  or  charitable 
institutions  and  to  perform  such  other  duties  of  a similar  character  and  standard  as 
emergencies  may  require. 

Examples : 

Assisting  in  work  requiring  some  knowledge  of  carpentry,  plumbing,  paint- 
ing, glazing,  gardening,  masonry,  plastering,  tailoring,  baking,  electrical 
work,  tinsmithing,  steam  fitting,  locksmithing  or  blacksmithing. 

Taking  care  of  engines  and  boilers. 

Repairing  machinery. 

Performing  general  handicraft  or  utility  work  about  grounds,  buildings  and 
equipment. 

QUALIFICATIONS— 

1.  Evidence  of  ability  to  perform  the  duties  of  the  position  satisfactory  to  the 
head  of  the  department. 

2.  Such  additional  qualifications  as  may  be  required  by  the  Municipal  Civil 
Service  Commission. 

COMPENSATION— 

Range  of  annual  compensation  without  maintenance — $480  to  $600  inclusive. 
Salary  rates — $480,  $510,  $540,  $570,  $600. 

The  following  deductions  will  be  made  for  maintenance,  such  maintenance 
either  full  or  partial  being  granted  only  upon  proof  of  its  necessity: 

Lodging  $6  00  per  month 

72  00  “ year 

Breakfast  4 00  “ month 

48  00  “ year 

Lunch,  Dinner  or  Supper 5 00  each  per  month 

60  00  “ “ year 

Range  of  annual  compensation  with  full  maintenance — $240  to  $360  inclusive. 
Salary  rates— $240,  $270,  $300,  $330,  $360. 

(Note. — It  shall  be  left  to  the  discretion  of  department  officials  to  employ 
persons  for  maintenance  only  and  to  grant  them  the  initial  salary  when  deemed 
advisable.) 
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GRADE  2 (N  A 2) 

TITLES  OF  POSITIONS— 

SENIOR  HOSPITAL  ARTISAN 
SENIOR  PRISON  ARTISAN 

DUTIES— 

The  duties  of  incumbents  of  these  positions  are  to  perform  handicraft  work  of  a 
more  difficult  or  supervisory  nature  and  requiring  considerable  trustworthiness, 
incident  to  the  maintenance  of  City  hospitals  or  charitable  or  correctional  institu- 
tions and  to  perform  such  other  duties  of  a similar  character  and  standard  as 
emergencies  may  require. 

Examples: 

Performing  work  of  a more  difficult  or  supervisory  nature  requiring  knowl- 
edge of  carpentry,  plumbing,  gardening,  tailoring,  repairing  of  machinery, 
barbering,  painting,  electrical  work,  oiling,  firing,  tinsmithing,  locksmith- 
ing,  steam-fitting. 

QUALIFICATIONS— 

1.  Evidence  of  ability  to  perform  the  duties  of  the  position  satisfactory  to  the 
head  of  the  department. 

2.  Such  additional  qualifications  as  may  be  required  by  the  Municipal  Civil 
Service  Commission. 

COMPENSATION— 

Range  of  annual  compensation  without  maintenance — $630  to  $780  inclusive. 
Salary  rates— $630,  $660,  $690,  $720,  $750,  $780. 

The  following  deductions  will  be  made  for  maintenance,  such  maintenance 
either  full  or  partial  being  granted  only  upon  proof  of  its  necessity : 

Lodging $6  00  per  month 

72  00  “ year 

Breakfast  4 00  “ month 

48  00  “ year 

Lunch,  Dinner  or  Supper 5 00  each  per  month 

60  00  “ “ year 

Range  of  annual  compensation  with  full  maintenance — $390  to  $540  inclusive. 
Salary  rates— $390,  $420,  $450,  $480,  $510,  $540. 
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CULINARY  WORKER  GROUP 

SYMBOL  (NQ) 

The  term  Culinary  Worker  Group  is  applied  to  those  offices  or  employments  of  the 
Institutional  Service  in  which  incumbents  are  required  to  prepare  or  to  supervise  the  prepara- 
tion of  foods  for  inmates  and  employes  in  City  institutions,  steamboats  or  other  structures 
in  which  maintenance  or  part  maintenance  is  definitely  provided,  to  inspect  foods  for  fitness 
and  quality,  and  to  perform  all  other  duties  involved  in  the  work  of  kitchens,  bakeshops  or 
butchershops. 

The  qualifications  which  are  required  for  admission  to  positions  in  the  various  grades 
and  the  specific  duties  of  incumbents  of  these  positions  are  set  forth  in  the  several  grade 
specifications  which  follow. 

GENERAL  REGULATIONS  GOVERNING  ADVANCEMENT— 

Beginning  with  the  lowest  rate  advancement  from  rate  to  rate  within  each  grade  shall 
be  made  regularly  in  the  preparation  of  the  annual  tax  budget  upon  the  completion  of  a 
term  of  at  least  six  months  or  one  year  of  satisfactory  service  as  specified  in  the  grades. 
Proof  of  satisfactory  service  shall  be  established  by  the  efficiency  records  of  the  Municipal 
Civil  Service  Commission,  or  by  the  recommendation  of  the  head  of  the  department  made  in 
accordance  with  the  efficiency  record  regulations  of  the  Municipal  Civil  Service  Commission, 
in  either  case  as  specified  in  the  grades,  supplemented  by  investigation  under  the  rules  of 
the  Board  of  Estimate  and  Apportionment.  The  standard  of  satisfactory  service,  which 
shall  entitle  an  employe  to  an  increase,  shall  be  determined  annually  in  the  preparation  of 
the  tax  budget  and  shall  be  progressively  higher  in  each  succeeding  grade. 

Exceptions: 

1.  In  cases  of  conspicuous  service  or  achievement  recognized  by  the  Board  of 
Estimate  and  Apportionment,  advancement  may  be  made  after  the  prescribed 
interval  to  a rate  higher  than  the  one  immediately  above. 

2.  In  those  grades  specifically  designated,  advancement  shall  be  made  only  after 
an  appraisal  of  the  value  of  the  work  to  be  performed.  In  other  grades  specifically 
designated  the  initial  rate  also  shall  be  determined  after  an  appraisal.  These  ap- 
praisals shall  be  made  under  the  rules  of  the  Board  of  Estimate  and  Apportionment. 

3.  Appointments  to  vacant  positions  made  prior  to  February  1 or  August  1 of 
each  year  will  be  regarded  as  dating  from  January  1 or  July  1,  when  considering 
length  of  service  in  connection  with  salary  increases. 
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GRADE  1 (N  Q 1) 

TITLES  OF  POSITIONS— 

COOK 

BUTCHER 

BAKER 

DUTIES— 

Cook: 

The  duties  of  Cooks,  which  may  or  may  not  involve  supervision  of  inmates, 
helpers,  or  other  employes,  are  to  requisition  and  receipt  for  all  necessary  kitchen 
supplies  either  independently  or  under  the  direction  of  a head  cook  or  dietitian,  to 
prepare  for  immediate  or  future  table  use  all  varieties  of  foods  and  beverages,  and 
to  assist  in  kitchens,  pantries  and  supply  rooms,  in  the  performance  of  all  cooking- 
operations  and  routine  kitchen  work. 

Butcher: 

The  duties  of  Butchers,  which  may  or  may  not  involve  supervision  of  inmates, 
helpers,  or  other  employes,  are  to  receipt  for,  weigh  and  inspect  all  meat  received, 
to  cut  up  upon  requisition  all  sides,  quarters  and  other  cuts  of  meats,  and  to  assist 
in  cleaning  and  maintaining  premises  where  meat  is  kept. 

Baker: 

The  duties  of  Bakers,  which  may  or  may  not  involve  supervision  of  inmates, 
helpers  and  other  employes,  are  to  mix,  work  and  prepare  dough  for  baking,  to 
attend  one  or  rr^ore  ovens,  and  to  perform  such  other  duties  as  may  properly  be 
assigned  to  a baker. 

QUALIFICATIONS— 

1.  Evidence  of  ability  to  perform  the  duties  of  the  position  satisfactory  to  the 
head  of  the  department. 

2.  Such  additional  qualifications  as  may  be  required  by  the  Municipal  Civil 
Service  Commission. 

COMPENSATION— 

Men: 

* Cook: 

Range  of  annual  compensation — $480  to  $660  inclusive,  with  maintenance. 

Salary  rates— $480,  $510,  $540,  $570,  $600,  $630,  $660. 

* Butcher : 

Range  of  annual  compensation  without  maintenance — $660  to  $840  inclusive. 
Salary  rates— $660,  $690,  $720,  $750,  $780,  $810,  $840. 

The  following  deductions  will  be  made  for  maintenance,  such  maintenance 
either  full  or  partial  being  granted  only  upon  proof  of  its  necessity : 

Lodging  $6  00  per  month 

7200  “year 

Breakfast  4 00  “ month 

48  00  “ year 

Lunch,  Dinner  or  Supper 5 00  each  per  month 

60  00  “ “ year 

Range  of  annual  compensation  with  full  maintenance — $420  to  $600  inclusive. 
Salary  rates— $420,  $450,  $480,  $510,  $540,  $570,  $600. 

* Baker: 

Range  of  annual  compensation  without  maintenance — $780  to  $960  inclusive. 
Salary  rates— $780,  $810,  $840,  $870,  $900,  $930,  $960. 
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The  following  deductions  will  be  made  for  maintenance,  such  maintenance 
either  full  or  partial  being  granted  only  upon  proof  of  its  necessity: 

Lodging $6  00  per  month 

72  00  “ year 

Breakfast  4 00  “ month 

48  00  “ year 

Lunch,  Dinner  or  Supper 5 00  each  per  month 

60  00  “ “ year 

Range  of  annual  compensation  with  full  maintenance — $540  to  $720  inclusive. 
Salary  rates — $540,  $570,  $600,  $630,  $660,  $690,  $720. 

Women : 

* Cook: 

Range  of  annual  compensation — $360  to  $540  inclusive,  with  maintenance. 

Salary  rates— $360,  $390,  $420,  $450,  $480,  $510,  $540. 

SPECIAL  REGULATION  GOVERNING  ADVANCEMENT— 

Cook: 

Persons  entering  this  grade  need  not  necessarily  begin  at  the  lowest  rate. 
Fixation  of  the  initial  salary  rate  and  advancement  within  this  grade  are  conditional 
upon  appraisal  under  the  rules  of  the  Board  of  Estimate  and  Apportionment 
indicating  that  the  rate  requested  does  not  exceed  the  value  of  the  work  to  be 
performed. 

* Advancement  from  rate  to  rate  shall  be  made  on  the  completion  of  a term 
of  at  least  six  months  of  satisfactory  service.  Proof  of  satisfactory  service  shall  be 
established  by  the  recommendation  of  the  head  of  the  department  made  in  accord- 
ance with  the  efficiency  record  regulations  of  the  Municipal  Civil  Service  Com- 
mission. 
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GRADE  2 (N  Q 2) 

TITLES  OF  POSITIONS— 

HEAD  COOK 
HEAD  BAKER 

DUTIES— 

Head  Cook: 

The  duties  of  Head  Cooks,  which  may  include  supervision  of  Cooks  in  Grade 
1 in  the  same  or  other  kitchens,  are  similar  to  those  performed  by  Cooks  in 
Grade  1,  but  involve  the  preparation  of  not  less  than  three  meals  daily  for  an 
average  of  not  less  than  one  hundred  people. 

Head  Baker: 

The  duties  of  Head  Bakers,  which  involve  supervision  of  employes  in  Grade  1, 
are  to  be  responsible  for  all  baking  for  distribution  to  a group  of  institutions  in  a 
large  City  department. 

Examples : 

Acting  as  head  baker  in  the  Blackwell’s  Island  bakery  of  the  Department 
of  Public  Charities. 

QUALIFICATIONS— 

1.  The  minimum  qualifications  prescribed  for  Grade  1. 

2.  Not  less  than  three  years  of  experience  in  Grade  1,  or  if  appointed  otherwise 
than  by  promotion  from  Grade  1,  in  work  of  the  character  and  standard  of  Grade  1. 

3.  Such  additional  qualifications  as  may  be  required  by  the  Municipal  Civil 
Service  Commission. 

COMPENSATION— 

Men: 

* Head  Cock: 

Range  of  annual  compensation — $720  to  $900  inclusive,  with  maintenance. 

Salary  rates— $720,  $750,  $780,  $810,  $840,  $870,  $900. 

t Head  Baker: 

Range  of  annual  compensation  without  maintenance — $1080  to  $1320  inclusive. 
Salary  rates— $1080,  $1140,  $1200,  $1260,  $1320. 

The  following  deductions  will  be  made  for  maintenance,  such  maintenance 
either  full  or  partial  being  granted  only  upon  proof  of  its  necessity: 


Lodging 

$6  00 

per  month 

72  00 

“ year 

Breakfast  

4 00 

“ month 

48  00 

“ year 

Lunch,  Dinner  or  Supper 

60  00 

“ “ year 

Range  of  annual  compensation  with  full  maintenance — $840  to  $1080  inclusive. 
Salary  rates— $840,  $900,  $960,  $1020,  $1080. 


Women: 

* Head  Cook: 

Range  of  annual  compensation — $600  to  $780  inclusive,  with  maintenance. 

Salary  rates — $600,  $630,  $660,  $690,  $720,  $750,  $780. 

* Advancement  from  rate  to  rate  shall  be  made  on  the  completion  of  a term 
of  at  least  six  months  of  satisfactory  service.  Proof  of  satisfactory  service  shall  be 
established  by  the  recommendation  of  the  head  of  the  department  made  in  accord- 
ance with  the  efficiency  record  regulations  of  the  Municipal  Civil  Service  Com- 
mission. 

f Advancement  from  rate  to  rate  shall  be  made  on  the  completion  of  a term  of 
at  least  one  year  of  satisfactory  service.  Proof  of  satisfactory  service  shall  be  es- 
tablished by  the  efficiency  records  of  the  Municipal  Civil  Service  Commission. 


23 


SPECIAL  REGULATION  GOVERNING  ADVANCEMENT— 

Persons  entering  this  grade  need  not  necessarily  begin  at  the  lowest  rate. 
Fixation  of  the  initial  salary  rate  and  advancement  within  this  grade  are  conditional 
upon  appraisal  under  the  rules  of  the  Board  of  Estimate  and  Apportionment 
indicating  that  the  rate  requested  does  not  exceed  the  value  of  the  work  to  be 
performed. 

Note. — See  also  the  Baker  Group  of  the  Skilled  Trades  Service. 

TENTATIVE  APPRAISALS 

The  following  tentative  close  appraisals  are  based  upon  present  conditions  and  are  being 
used  currently  by  the  Bureau  of  Standards  in  its  reports  to  the  Committee  on  Salaries  and 
Grades  of  the  Board  of  Estimate  and  Apportionment.  They  are  not  submitted  for  adoption 
as  part  of  the  standard  specifications.  The  value  of  these  positions,  as  of  many  others, 
must  naturally  be  subject  to  reappraisal  from  time  to  time,  in  accordance  with  changing 
conditions. 

For  the  purpose  of  appraisal  each  grade  of  Cooks  has  been  divided  into  two  classes, 
A and  B,  with  appropriate  salary  ranges.  In  order  to  allow  department  heads  the  necessary 
latitude  in  dealing  with  these  employes,  two  minimum  rates  are  suggested  in  each  class,  with 
the  understanding  that  an  effort  should  be  first  made  to  secure  a cook  at  the  lower  initial 
rate;  failing  that,  the  higher  rate  may  be  used. 

Grade  I: 

Class  A : 

Men : $480  or  $540  to  $600. 

1st  Assistant  Cook — General — 

Bellevue. 

2nd  Assistant  Cook — General — 

Bellevue. 

Male  Division — Otisville. 

Assistant  Cook — Mills  Training 
School. 

Assistant  Cook  at  Work  Houses 
and  Prisons. 

Class  B: 

Men : $540  or  $600  to  $660. 

Head  Cook  — Mills  Training 
School. 

Head  Cook — Male  Division — 

Otisville. 

Assistant  Cook  — Gouverneur, 

Harlem  and  Fordham. 


Harlem  and  Fordham. 


Women:  $360  or  $420  to  $480. 
Female  Division — Otisville. 
Assistant  Cook — Mills  Training 
School. 

2nd  Assistant  Cook — General — 
Bellevue. 

Assistant  Cook  at  Work  Houses 
and  Prisons. 


Women : $420  or  $480  to  $540. 
Nurses’  Residence — Bellevue. 
Nurses’  Residence — Metropolitan. 
Nurses’  Residence — Kings  County 
Hospital. 

Nurses’  Residence — Harlem  Hos- 
pital. 

Nurses’  Residence — City  Hospital. 
Cook — Mills  Training  School. 

1st  Assistant  Cook — General — 
Bellevue. 

Head  Cook — Female  Division — 
Otisville. 

Assistant  Cook  — Gouverneur, 
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Grade  II: 

Class  A : 

Men : $720  or  $780  to  $840. 

Brooklyn  Home  for  Aged  and 
Infirm. 

New  York  City  Home  for  Aged 
and  Infirm. 

Willard  Parker  Hospital. 
Kingston  Avenue  Hospital. 
Riverside  Hospital. 

Work  House— Hart’s  Island. 
City  Prisons — Manhattan  and 
Brooklyn. 

Reformatory — Hart’s  Island. 
Class  B: 

Men : $780  or  $840  to  $900. 

Head  Cooks  at : 

Bellevue  Hospital. 

Kings  County  Hospital. 

Sea  View  Hospital. 

City  Hospital. 

Metropolitan  Hospital. 

New  York  City  Children’s 
Hospitals  and  Schools. 


Women:  $600  or  $660  to  $720. 

Sea  View  Hospital. 

City  Hospital — Kosher  Cook. 
Brooklyn  Home  for  Aged  and 
Infirm. 

New  York  City  Home  for  Aged 
and  Infirm. 

Willard  Parker  Hospital. 
Kingston  Avenue  Hospital. 
Riverside  Hospital. 

Neponsit  Beach  Hospital  for 
Children. 

Women:  $660  or  $720  to  $780. 

Head  Cook  at : 

Bellevue  Hospital. 

Kings  County  Hospital. 
Metropolitan  Hospital. 

New  York  City  Children’s 
Hospitals  and  Schools. 
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HELPER  GROUP 

SYMBOL  (NH) 

The  term  Helper  Group  is  applied  to  those  offices  or  employments  of  the  Institutional 
Service  in  which  incumbents  are  required  to  perform  domestic  or  other  minor  manual  work, 
incident  to  the  maintenance  of  City  hospitals  or  charitable  or  correctional  institutions,  other 
than  the  duties  performed  by  persons  in  the  Hospital  Attendant  and  Orderly  or  Artisan 
Groups. 

The  qualifications  which  are  required  for  admission  to  positions  in  the  various  grades 
and  the  specific  duties  of  incumbents  of  these  positions  are  set  forth  in  the  several  grade 
specifications  'which  follow. 

GENERAL  REGULATIONS  GOVERNING  ADVANCEMENT— 

Beginning  with  the  lowest  rate,  advancement  from  rate  to  rate  within  each  grade 
shall  be  made  regularly  upon  the  completion  of  a term  of  at  least  six  months  of  satisfactory 
service.  Provision  for  advancements  for  the  year  shall  be  made  in  the  preparation  of 
the  annual  tax  budget.  Proof  of  satisfactory  service  shall  be  established  by  the  recom- 
mendation of  the  head  of  the  department  made  in  accordance  with  the  efficiency  record 
regulations  of  the  Municipal  Civil  Service  Commission  and  supplemented  by  investigation 
under  the  rules  of  the  Board  of  Estimate  and  Apportionment.  The  standard  of  satisfactory 
service,  which  shall  entitle  an  employe  to  an  increase,  shall  be  determined  annually  in 
the  preparation  of  the  tax  budget  and  shall  be  progressively  higher  in  each  succeeding 
grade. 

Exceptions: 

1.  In  cases  of  conspicuous  service  or  achievement  recognized  by  the  Board  of 
Estimate  and  Apportionment,  advancement  may  be  made  after  the  prescribed  interval 
to  a rate  higher  than  the  one  immediately  above. 

2.  Appointments  to  vacant  positions  made  prior  to  February  1 or  August  1 of 
each  year  will  be  regarded  as  dating  from  January  1 or  July  1,  when  considering 
length  of  service  in  connection  with  salary  increases. 
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GRADE  1 (N  H 1) 

TITLES  OF  POSITIONS— 

JUNIOR  HOSPITAL  HELPER 

DUTIES— 

The  duties  of  incumbents  of  these  positions  are  to  perform  the  least  important 
domestic  or  other  unskilled  manual  work  incident  to  the  maintenance  of  City  hospitals 
or  charitable  institutions,  other  than  contagious  or  emergency  hospitals. 

Examples: 

Performing  duties  of  dishwasher,  cleaner,  coal  passer,  morgue  helper. 
Performing  general  utility  work. 

Assisting  in  any  activity  mentioned  in  Grade  2. 

QUALIFICATIONS— 

1.  Evidence  of  ability  to  perform  the  duties  of  the  position  satisfactory  to 
the  head  of  the  department. 

2.  Such  additional  qualifications  as  may  be  required  by  the  Municipal  Civil 
Service  Commission. 

COMPENSATION — 

Range  of  annual  compensation — $120  to  $150  inclusive,  with  maintenance. 

Salary  rates — $120,  $150. 

(Note — It  shall  be  left  to  the  discretion  of  department  officials  to  employ  persons  for 
maintenance  only  and  to  grant  them  the  initial  salary  when  deemed  advisable.  This  grade 
is  provided  to  meet  existing  conditions  until  such  time  as  its  elimination  may  be  possble.) 


GRADE  2 (N  H 2) 

TITLES  OF  POSITIONS— 

HOSPITAL  HELPER 

DUTIES— 

The  duties  of  incumbents  of  these  positions  are  to  perform  the  more  important 
domestic  or  other  unskilled  manual  work  incident  to  the  maintenance  of  City 
hospitals  or  charitable  institutions. 

Examples : 

Cleaning  wards,  dormitories,  halls,  offices,  lavatories  and  woodwork. 

' Polishing  floors,  brass,  etc. 

Assisting  in  the  preparation,  conveying  and  serving  of  foods. 

Assisting  in  bathing  and  transferring  of  patients. 

Caring  for  and  fumigating  patients’  clothes. 

Helping  in  laundries,  drug  rooms,  bakeries,  morgues,  barber  shops,  labora- 
tories, storehouses,  stables  and  various  other  institutional  bureaus  and 
offices. 

Operating  elevator  or  telephone. 

Working  on  grounds,  roadways  and  walks. 

Sewing  and  mending  clothing. 

Guarding  property  and  persons. 

Attending  gates. 

Driving  morgue,  garbage,  delivery  and  other  wagons. 

QUALIFICATIONS— 

1.  Evidence  of  ability  to  perform  the  duties  of  the  position  satisfactory  to 
the  head  of  the  department. 

2.  Such  additional  qualifications  as  may  be  required  by  the  Municipal  Civil 
Service  Commission. 


COMPENSATION— 

Men: 

Range  of  annual  compensation  without  maintenance — $480  to  $600  inclusive. 

Salary  rates — $480,  $510,  $540,  $570,  $600. 

The  following  deductions  will  be  made  for  maintenance,  such  maintenance 
either  full  or  partial  being  granted  only  upon  proof  of  its  necessity: 

Lodging $6  00  per  month 

72  00  “ year 

Breakfast  4 00  “ month 

48  00  “ year 

Lunch,  Dinner  or  Supper 5 00  each  per  month 

60  00  “ “ year 

Range  of  annual  compensation  with  full  maintenance — $240  to  $360  inclusive. 

Salary  rates — $240,  $270,  $300,  $330,  $360. 

Women: 

Range  of  annual  compensation  without  maintenance — $450  to  $540  inclusive. 

Salary  rates — $450,  $480,  $510,  $540. 

The  following  deductions  will  be  made  for  maintenance,  such  maintenance 
either  full  or  partial  being  granted  only  upon  proof  of  its  necessity : 

Lodging $6  00  per  month 

72  00  “ year 

Breakfast  4 00  “ month 

48  00  “ year 

Lunch.  Dinner  or  Supper 5 00  each  per  month 

60  00  “ “ year 

Range  of  annual  compensation  with  full  maintenance — $210  to  $300  inclusive. 

Salary  rates— $210.  $240.  $270,  $300. 
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GRADE  3 (N  H 3) 

TITLES  OF  POSITIONS— 

SENIOR  HOSPITAL  HELPER 
SENIOR  PRISON  HELPER 

DUTIES— 

The  duties  of  incumbents  of  these  positions  are  to  perform  domestic  or  other 
unskilled  manual  work  of  a difficult  or  responsible  nature  incident  to  the  main- 
tenance of  City  hospitals  or  charitable  or  correctional  institutions,  or  to  supervise 
a group  of  employes  or  inmates  engaged  in  minor  work  about  buildings  or  grounds. 

Examples: 

Supervising  a group  of  helpers  or  inmates  engaged  in  cleaning  wards,  dor- 
mitories, halls  and  buildings;  serving  and  distributing  foods;  receiving 
and  distributing  milk  and  bread ; manufacturing  linen  goods ; marking, 
repairing  and  distributing  clothing ; polishing  floors ; cleaning  windows ; 
fumigating  clothing. 

Performing  independently  more  difficult  work,  such  as  operating  washing 
machines  or  steam  kitchen  boilers,  repairing  mattresses,  chairs,  etc. 

QUALIFICATIONS— 

1.  Evidence  of  ability  to  perform  the  duties  of  the  position  satisfactory  to 
the  head  of  the  department. 

2.  Such  additional  qualifications  as  may  be  required  by  the  Municipal  Civil 
Service  Commission. 

COMPENSATION— 

Men: 

Range  of  annual  compensation  without  maintenance — $630  to  $720  inclusive. 
Salary  rates — $630;  $660,  $690,  $720. 

The  following  deductions  will  be  made  for  maintenance,  such  maintenance 
either  full  or  partial  being  granted  only  upon  proof  of  its  necessity: 

Lodging $6  00  per  month 

72  00  “ year 

Breakfast  4 00  “ month 

48  00  “ year 

Lunch,  Dinner  or  Supper 5 00  each  per  month 

60  00  “ “ year 

Range  of  annual  compensation  with  full  maintenance — $390  to  $480  inclusive. 
Salary  rates — $390,  $420,  $450,  $480. 

Women: 

Range  of  annual  compensation  without  maintenance — $570  to  $660  inclusive. 
Salary  rates — $570,  $600,  $630,  $660. 

The  following  deductions  will  be  made  for  maintenance,  such  maintenance 
either  full  or  partial  being  granted  only  upon  proof  of  its  necessity: 

Lodging $6  00  per  month 

72  00  “ year 

Breakfast  4 00  “ month 

48  00  “ year 

Lunch,  Dinner  or  Supper 5 00  each  per  month 

60  00  “ “ year 

Range  of  annual  compensation  with  full  maintenance — $330  to  $420  inclusive. 
Salary  rates — $330,  $360,  $390,  $420. 
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HOSPITAL  ATTENDANT  AND  ORDERLY  GROUP 

SYMBOL  (NT) 

The  term  Hospital  Attendant  and  Orderly  Group  is  applied  to  those  offices  or  employ- 
ments of  the  Institutional  Service  in  which  incumbents  are  required  to  perform  under 
supervision  duties,  not  involving  registration  as  a graduate  nurse,  incident  to  the  nursing,  care 
and  comfort  of  patients  or  inmates  in  City  hospitals  or  charitable  or  correctional  institutions. 

The  qualifications  which  are  required  for  admission  to  positions  in  the  various  grades 
and  the  specific  duties  of  incumbents  of  these  positions  are  set  forth  in  the  several  grade 
specifications  which  follow. 

GENERAL  REGULATIONS  GOVERNING  ADVANCEMENT— 

Beginning  with  the  lowest  rate,  advancement  from  rate  to  rate  within  each  grade  shah 
be  made  regularly  upon  the  completion  of  a term  of  at  least  six  months  of  satisfactory 
service.  Provision  for  advancements  for  the  year  shall  be  made  in  the  preparation  of 
the  annual  tax  budget.  Proof  of  satisfactory  service  shall  be  established  by  the  recom- 
mendation of  the  head  of  the  department  made  in  accordance  with  the  efficiency  record 
regulations  of  the  Municipal  Civil  Service  Commission  and  supplemented  by  investigation 
under  the  rules  of  the  Board  of  Estimate  and  Apportionment.  The  standard  of  satisfactory 
service,  which  shall  entitle  an  employe  to  an  increase,  shall  be  determined  annually  in  the 
preparation  of  the  tax  budget  and  shall  be  progressively  higher  in  each  succeeding  grade. 

Exceptions: 

1.  In  cases  of  conspicuous  service  or  achievement  recognized  by  the  Board  of 
Estimate  and  Apportionment,  advancement  may  be  made  after  the  prescribed 
interval  to  a rate  higher  than  the  one  immediately  above. 

2.  Appointments  to  vacant  positions  made  prior  to  February  1 or  August  1 of 
each  year  will  be  regarded  as  dating  from  January  1 or  July  1 when  considering 
length  of  service  in  connection  with  salary  increases. 
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GRADE  1 (N  T 1) 

TITLE  OF  POSITION- 

PUPIL  HOSPITAL  ATTENDANT 

DUTIES— 

The  duties  of  incumbents  of  these  positions  are  to  receive  instruction  in  the 
nursing,  care  and  comfort  of  patients  and  to  render  such  assistance  to  nurses  and 
physicians  as  may  be  required. 

QUALIFICATIONS— 

1.  Evidence  of  ability  to  perform  the  duties  of  the  position  satisfactory  to  the 
head  of  the  department. 

2.  Such  additional  qualifications  as  may  be  required  by  the  Municipal  Civil 
Service  Commission. 

COMPENSATION— 

Annual  compensation — $180  with  maintenance. 
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GRADE  2 (NT  2) 

TITLES  OF  POSITIONS— 

GRADUATE  HOSPITAL  ATTENDANT 
HOSPITAL  ORDERLY 

DUTIES— 

The  duties  of  incumbents  of  these  positions,  which  require  considerable  skill 
and  experience  but  no  professional  training,  are  to  perform  under  supervision  the 
more  important  duties,  not  requiring  registration  as  a graduate  nurse,  incident  to  the 
nursing,  care  and  comfort  of  patients  or  inmates  in  City  hospitals,  clinics  or  chari- 
table or  correctional  institutions. 

QUALIFICATIONS— 

Graduate  Hospital  Attendant: 

1.  A certificate  of  graduation  from  a school  for  hospital  attendants  attached 
to  a City  hospital. 

2.  Such  additional  qualifications  as  may  be  required  by  the  Municipal  Civil 
Service  Commission. 

Hospital  Orderly: 

1.  Evidence  of  ability  to  perform  the  duties  of  the  position  satisfactory  to  the 
head  of  the  department. 

2.  Such  additional  qualifications  as  may  be  required  by  the  Municipal  Civil 
Service  Commission. 

COMPENSATION— 

Graduate  Hospital  Attendant: 

Range  of  annual  compensation  without  maintenance — $600  to  $780  inclusive. 
Salary  rates— $600,  $630,  $660,  $690,  $720,  $750,  $780. 

The  following  deductions  will  be  made  for  maintenance,  such  maintenance 
either  full  or  partial  being  granted  only  upon  proof  of  its  necessity: 

Lodging $6  00  per  month 

72  00  “ year 

Breakfast  4 00  “ month 

48  00  “ year 

Lunch.  Dinner  or  Supper 5 00  each  per  month 

60  00  “ “ year 

Range  of  annual  compensation  with  full  maintenance — $360  to  $540  inclusive. 
Salary  rates — $360,  $390,  $420,  $450,  $480,  $510,  $540. 

Hospital  Orderly: 

Range  of  annual  compensation  without  maintenance — $540  to  $720  inclusive. 
Salary  rates— $540,  $570,  $600,  $630,  $660,  $690,  $720. 

The  following  deductions  will  be  made  for  maintenance,  such  maintenance 
either  full  or  partial  being  granted  only  upon  proof  of  its  necessity  : 

Lodging $6  00  per  month 

72  00  “ year 

Breakfast  4 00  “ month 

48  00  “ year 

Lunch,  Dinner  or  Supper 5 00  each  per  month 

60  00  “ “ year 

Range  of  annual  compensation  with  full  maintenance — $300  to  $480  inclusive. 
Salary  rates— $300,  $330,  $360,  $390,  $420,  $450,  $480. 
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A bonus  of  $30  may  be  paid  semi-annually  for  service  in  a tuberculosis,  con- 
tagious disease,  or  psychopathic  ward  or  for  the  care  of  luetic  diseases. 

Note. — It  is  intended  to  limit  the  title  Nurse  to  registered  graduate  nurses. 
The  titles  Pupil  Hospital  Attendant  and  Graduate  Hospital  Attendant  will  cover 
employes  (probably  male  employes  in  the  majority  of  cases)  who  are  receiving 
training  in  or  have  been  graduated  from  a school  for  hospital  attendants  but  have 
not  completed  such  training  as  entitles  them  to  registration  as  graduate  nurses. 
Other  employes,  whether  men  or  women,  engaged  in  nursing  care  of  patients,  should 
be  known  as  Orderlies. 
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INSTITUTIONAL  CLERK  GROUP 

SYMBOL  (NC) 

The  term  Institutional  Clerk  Group  is  applied  to  those  offices  or  employments  of  the 
Institutional  Service  in  which  incumbents  are  required  to  perform  routine  or  specialized 
clerical  work  in  City  hospitals  or  other  institutions. 

The  qualifications  which  are  required  for  admission  to  positions  in  the  various  grades 
and  the  specific  duties  of  incumbents  of  these  positions  are  set  forth  in  the  several  grade 
specifications  which  follow. 

GENERAL  REGULATIONS  GOVERNING  ADVANCEMENT— 

Beginning  with  the  lowest  rate,  advancement  from  rate  to  rate  within  each  grade  shall 
be  made  regularly  in  the  preparation  of  the  annual  tax  budget  upon  the  completion  of  a 
term  of  at  least  six  months  or  one  year  of  satisfactory  service  as  specified  in  the  grades. 
Proof  of  satisfactory  service  shall  be  established  by  the  efficiency  records  of  the  Municipal 
Civil  Service  Commission,  or  by  the  recommendation  of  the  head  of  the  department  made 
in  accordance  with  the  efficiency  record  regulations  of  the  Municipal  Civil  Service  Com- 
mission, in  either  case  as  specified  in  the  grades,  supplemented  by  investigation  under  the 
rules  of  the  Board  of  Estimate  and  Apportionment.  The  standard  of  satisfactory  service, 
which  shall  entitle  an  employe  to  an  increase,  shall  be  determined  annually  in  the  prepara- 
tion of  the  tax  budget  and  shall  be  progressively  higher  in  each  succeeding  grade. 

Exceptions : 

1.  In  cases  of  conspicuous  service  or  achievement  recognized  by  the  Board  of 
Estimate  and  Apportionment,  advancement  may  be  made  after  the  prescribed  interval 
to  a rate  higher  than  the  one  immediately  above. 

2.  In  those  grades  specifically  designated,  advancement  shall  be  made  only  after 
an  appraisal  of  the  value  of  the  work  to  be  performed.  In  other  grades  specifically 
designated  the  initial  rate  also  shall  be  determined  after  an  appraisal.  These 
appraisals  shall  be  made  under  the  rules  of  the  Board  of  Estimate  and  Apportion- 
ment. 

3.  Appointments  to  vacant  positions  made  prior  to  February  1 or  August  1 of 
each  year  will  be  regarded  as  dating  from  January  1 or  July  1,  when  considering 
length  of  service  in  connection  with  salary  increases. 
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GRADE  1 (NCI) 

TITLES  OF  POSITIONS— 

* JUNIOR  INSTITUTIONAL  CLERK 

DUTIES— 

The  duties  of  incumbents  of  these  positions  are  to  perform,  under  supervision, 
in  City  hospitals  or  other  institutions,  clerical  work  of  the  character  and  standard  of 
Grade  2 of  the  Clerk  Group  of  the  Clerical  Service,  including  work  of  corresponding 
grade  in  other  groups  of  the  Clerical  Service. 

Examples: 

Plain  longhand  copying. 

Keeping  card  indices. 

Recording,  indexing  and  filing  correspondence. 

Receiving  and  distributing  routine  reports  and  applications. 

Making  out  and  tabulating  daily,  weekly  and  monthly  reports,  simple  charts 
and  statistics. 

Registering  and  verifying  extensions  and  additions  on  orders  and  invoices. 
Writing,  registering  and  scheduling  vouchers. 

Recording  and  filing  inspectors’  reports. 

Operating  correspondence  and  tickler  files. 

Operating  tabulating  machines,  adding  and  scheduling  machines,  addresso- 
graphs,  multigraphs  and  mimeographs. 

Verifying  time  sheets  and  payrolls. 

Writing  notices  and  permits  on  prepared  forms. 

QUALIFICATIONS— 

1.  Evidence  of  ability  to  perform  the  duties  of  the  position  satisfactory  to  the 
head  of  the  department. 

2.  Such  additional  qualifications  as  may  be  required  by  the  Municipal  Civ;l 
Service  Commission. 

COMPENSATION— 

Range  of  annual  compensation  without  maintenance — $540  to  $720  inclusive. 
Salary  rates— $540,  $570,  $600,  $630,  $660,  $690,  $720. 

The  following  deductions  will  be  made  for  maintenance,  such  maintenance 
either  full  or  partial  being  granted  only  upon  proof  of  its  necessity : 

Lodging $6  00  per  month 

72  00  “ year 

Breakfast  4 00  “ month 

48  00  “ year 

Lunch,  Dinner  or  Supper 5 00  each  per  month 

60  00  “ “ year 

Range  of  annual  compensation  with  full  maintenance — $300  to  $480  inclusive. 
Salary  rates— $300,  $330,  $360,  $390,  $420,  $450,  $480. 

* Advancement  from  rate  to  rate  shall  be  made  on  the  completion  of  a term  of 
at  least  six  months  of  satisfactory  service.  Proof  of  satisfactory  service  shall  be 
established  by  the  recommendation  of  the  head  of  the  department  made  in  accord- 
ance with  the  efficiency  record  regulations  of  the  Municipal  Civil  Service  Com- 
mission. 
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GRADE  2 (N  C 2) 

TITLES  OF  POSITIONS— 

* INSTITUTIONAL  CLERK 

DUTIES— 

The  duties  of  incumbents  of  these  positions,  which  may  or  may  not  involve 
limited  supervision,  are  to  perform,  in  City  hospitals  or  other  institutions,  clerical 
work  of  the  character  and  standard  of  Grade  3 of  the  Clerk  Group  of  the  Clerical 
Service,  including  work  of  corresponding  grade  in  other  groups  of  the  Clerical 
Service. 

QUALIFICATIONS— 

1.  Such  qualifications  as  may  be  required  by  the  Municipal  Civil  Service  Com- 
mission. 

COMPENSATION— 

Range  of  annual  compensation  without  maintenance — $840  to  $1200  inclusive. 

Salary  rates— $840,  $900,  $960,  $1020,  $1080,  $1140,  $1200. 

The  following  deductions  will  be  made  for  maintenance,  such  maintenance 
either  full  or  partial  being  granted  only  upon  proof  of  its  necessity : 

Lodging $6  00  per  month 

72  00  “ year 

Breakfast  4 00  “ month 

48  00  “ year 

Lunch,  Dinner  or  Supper 5 00  each  per  month 

60  00  “ “ year 

Range  of  annual  compensation  with  full  maintenance — $600  to  $960  inclusive. 

Salary  rates— $600,  $660,  $720,  $780,  $840,  $900,  $960. 

SPECIAL  REGULATION  GOVERNING  ADVANCEMENT— 

Beginning  with  the  lowest  rate,  advancement  within  this  grade  is  conditional 
upon  appraisal  under  the  rules  of  the  Board  of  Estimate  and  Apportionment, 
indicating  that  the  rate  requested  does  not  exceed  the  value  of  the  work  to  be 
performed. 

* Advancement  from  rate  to  rate  shall  be  made  on  the  completion  of  a term  of 
at  least  one  year  of  satisfactory  service.  Proof  of  satisfactory  service  shall  be 
established  by  the  efficiency  records  of  the  Municipal  Civil  Service  Commission. 
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INSTITUTIONAL  SUPERVISOR  GROUP 

SYMBOL  (NS) 

The  term  Institutional  Supervisor  Group  is  applied  to  those  offices  or  employments  of 
the  Institutional  Service  in  which  incumbents  are  required  to  supervise  and  be  responsible 
for  household  administration,  the  maintenance  of  grounds,  buildings  and  other  property, 
and  the  non-professional  care  of  patients  and  inmates  in  hospitals  and  charitable  institutions. 
Household  administration  may  in  some  cases  include  dietary  work. 

The  training  and  experience  which  are  required  for  admission  to  positions  in  the  various 
grades  and  the  specific  duties  of  incumbents  of  these  positions  are  set  forth  in  the  several 
grade  specifications  which  follow. 

GENERAL  REGULATIONS  GOVERNING  ADVANCEMENT— 

Beginning  with  the  lowest  rate,  advancement  from  rate  to  rate  within  each  grade  shall 
be  made  regularly  in  the  preparation  of  the  annual  tax  budget  upon  the  completion  of  a 
term  of  at  least  one  year  of  satisfactory  service.  Proof  of  satisfactory  service  shall  be 
established  by  the  efficiency  records  of  the  Municipal  Civil  Service  Commission  supplemented 
by  investigation  under  the  rules  of  the  Board  of  Estimate  and  Apportionment.  The  standard 
of  satisfactory  service,  which  shall  entitle  an  employe  to  an  increase,  shall  be  determined 
annually  in  the  preparation  of  the  tax  budget  and  shall  be  progressively  higher  in  each 
succeeding  grade. 

Exceptions: 

1.  In  cases  of  conspicuous  service  or  achievement  recognized  by  the  Board  of 
Estimate  and  Apportionment,  advancement  may  be  made  after  the  prescribed  interval 
to  a rate  higher  than  the  one  immediately  above. 

2.  In  those  grades  specifically  designated,  advancement  shall  be  made  only  after 
an  appraisal  of  the  value  of  the  work  to  be  performed.  In  other  grades  specifically 
designated,  the  initial  rate  also  shall  be  determined  after  an  appraisal.  These 
appraisals  shall  be  made  under  the  rules  of  the  Board  of  Estimate  and  Apportion- 
ment. 

3.  Appointments  to  vacant  positions  made  prior  to  February  1 of  each  year 
will  be  regarded  as  dating  from  January  1 when  considering  length  of  service  in 
connection  with  salary  increases. 
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GRADE  1 (N  S 1) 

TITLES  OF  POSITIONS— 

MATRON 

OVERSEER 

DUTIES— 

Matron: 

The  duties  of  Matrons,  which  involve  supervision  of  the  work  of  inmates, 
helpers  and  other  employes,  are  to  be  responsible  for  general  household  administra- 
tion and  non-professional  care  of  patients  or  inmates  in  a small  hospital  or  charitable 
institution  or  for  one  or  both  of  these  functions  in  a unit  of  a large  hospital  or 
charitable  institution.  These  duties  may  include  responsibility  for  dietary  work  in 
institutions  not  employing  dietitians. 

Examples : 

Acting  as  matron  of  Kingston  Avenue  Hospital. 

Acting  as  matron  in  charge  of  the  Nurses’  Residence  at  Bellevue  Hospital. 

Overseer: 

The  duties  of  Overseers,  which  involve  supervision  of  the  work  of  inmates, 
helpers  and  other  employes,  are  to  be  responsible  for  the  maintenance  of  grounds, 
buildings  and  equipment,  or  for  non-professional  care  of  male  patients  or  inmates 
in  a small  hospital  or  charitable  institution,  or  for  one  or  both  of  these  functions  in 
a unit  of  a large  hospital  or  charitable  institution. 

Examples : 

Acting  as  overseer  at  the  New  York  City  Farm  Colony. 

QUALIFICATIONS— 

1.  Such  qualifications  as  may  be  required  by  the  Municipal  Civil  Service  Com- 
mission. 

COMPENSATION— 

Matron: 

Range  of  annual  compensationf — $540  to  $720  inclusive  with  maintenance. 

Salary  rates — $540,  $600,  $660,  $720. 

Overseer: 

Range  of  annual  compensation — $600  to  $780  inclusive  with  maintenance. 

Range  of  annual  compensation — $600  to  $780  inclusive  with  maintenance. 

f In  addition  to  the  regular  compensation,  an  annual  compensation  of  $60  may 
be  paid  to  Matrons  acting  also  as  working  dietitians  in  institutions  employing  no 
professional  dietitians. 
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GRADE  2 (N  S 2) 

TITLES  OF  POSITIONS— 

HEAD  MATRON 
HEAD  OVERSEER 
ASSISTANT  STEWARD 

DUTIES— 

Head  Matron: 

The  duties  of  Head  Matrons,  which  involve  supervision  of  the  work  of  inmates, 
helpers  and  other  employes,  are  to  be  responsible  for  general  household  administra- 
tion and  non-professional  care  of  patients  or  inmates  or  for  only  one  of  these 
functions  in  a large  hospital  or  charitable  institution.  These  duties  may  include 
responsibility  for  dietary  work  in  institutions  not  employing  dietitians. 

Examples: 

Acting  as  head  matron  in  Bellevue  Hospital. 

Acting  as  head  matron  in  the  New  York  City  Home  for  the  Aged  and 
Infirm,  Blackwell’s  Island. 

Head  Overseer: 

The  duties  of  Head  Overseers,  which  involve  supervision  of  the  work  of  inmates, 
helpers  and  other  employes,  are  to  be  responsible  for  the  maintenance  of  grounds, 
buildings  and  equipment  or  for  non-professional  care  of  male  patients  or  inmates 
in  a large  hospital  or  charitable  institution. 

Examples: 

Acting  as  head  overseer  at  the  New  York  City  Home  for  the  Aged  and 
Infirm,  Blackwell’s  Island. 

Assistant  Steward: 

The  duties  of  Assistant  Stewards  are  to  order,  receipt  for,  distribute  and 
account  for  all  supplies  and  equipment  in  a small  hospital  or  charitable  institution 
and  to  exercise  direct  supervision  over  the  preparation  and  serving  of  food. 

Examples : 


QUALIFICATIONS— 

Head  Matron,  Head  Overseer: 

1.  The  minimum  qualifications  prescribed  for  Grade  1. 

2.  Not  less  than  two  years  of  experience  in  Grade  1,  or  if  appointed  otherwise 
than  by  promotion  from  Grade  1.  in  work  of  the  character  and  standard  of  Grade  1. 

3.  Such  additional  qualifications  as  may  be  required  by  the  Municipal  Civil 
Service  Commission. 

Assistant  Steward: 

1.  Such  qualifications  as  may  be  required  by  the  Municipal  Civil  Service  Com- 
mission. 
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COMPENSATION— 

Head  Matron: 

Range  of  annual  compensation! — $780  to  $900  inclusive,  with  maintenance. 
Salary  rates — $780,  $840,  $900. 

Head  Overseer,  Assistant  Steward: 

Range  of  annual  compensation — $840  to  $960  inclusive,  with  maintenance. 
Salary  rates — $840,  $900,  $960. 

f In  addition  to  the  regular  compensation,  an  annual  compensation  of  $60  may 
be  paid  to  Head  Matrons  acting  also  as  working  dietitians  in  institutions  employing 
no  professional  dietitians. 
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GRADE  3 (N  S 3) 

TITLES  OF  POSITIONS— 

DEPUTY  LAY  SUPERINTENDENT 
STEWARD 

DUTIES— 

Deputy  Lay  Superintendent: 

The  duties  of  Deputy  Lay  Superintendents,  which  involve  responsibility  for  the 
work  of  employes  in  Grades  1 and  2,  and  of  inmates,  helpers  and  other  employes, 
are  to  assist  the  Lay  or  Medical  Superintendent  in  the  general  lay  administration  of 
a large  hospital  or  charitable  institution  or  to  direct  independently  and  be  responsible 
for  the  general  lay  administration  of  a small  hospital  or  charitable  institution, 
including  all  household  administration,  maintenance  of  grounds,  buildings  and  equip- 
ment, and  non-professional  care  of  patients  or  inmates. 

Examples: 

Acting  as  deputy  lay  superintendent  of  City  Hospital  or  Sea  View  Hospital. 

Steward: 

The  duties  of  Stewards  are  to  order,  receipt  for,  distribute  and  account  for  all 
supplies  and  equipment  in  a large  hospital  or  charitable  institution  and  to  exercise 
direct  supervision  over  the  preparation  and  serving  of  foods. 

Examples: 


QUALIFICATIONS— 

Deputy  Lay  Superintendent: 

1.  The  minimum  qualifications  prescribed  for  Grade  2. 

2.  Not  less  than  two  years  of  experience  in  Grade  2,  or  if  appointed  otherwise 
than  by  promotion  from  Grade  2,  in  work  of  the  character  and  standard  of  Grade  2. 

3.  Such  additional  qualifications  as  may  be  required  by  the  Municipal  Civil 
Service  Commission. 

Steward: 

1.  The  minimum  qualifications  prescribed  for  Assistant  Steward  in  Grade  2. 

2.  Not  less  than  two  years  of  experience  in  the  work  of  Assistant  Steward  in 
Grade  2,  or  if  appointed  otherwise  than  by  promotion  from  Grade  2,  in  work  of  the 
character  and  standard  of  Grade  2. 

3.  Such’  additional  qualifications  as  may  be  required  by  the  Municipal  Civil 
Service  Commission. 

COMPENSATION— 

Deputy  Lay  Superintendent: 

Range  of  annual  compensation — $1200  to  $1800  inclusive,  with  maintenance. 
Salary  rates— $1200,  $1320,  $1440,  $1560,  $1680,  $1800. 

Steward: 

Range  of  annual  compensation — $1080  to  $1800  inclusive,  with  maintenance. 
Salary  rates— $1080,  $1200,  $1320,  $1440,  $1560,  $1680,  $1800. 

SPECIAL  REGULATION  GOVERNING  ADVANCEMENT— 

Beginning  with  the.  lowest  rate,  advancement  within  this  grade  is  conditional 
upon  appraisal  Under  the  rules  of  the  Board  of  Estimate  and  Apportionment,  indicat- 
ing that  the  rate  requested  does  not  exceed  the  value  of  the  work  to  be  performed. 
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GRADE  4 (N  S 4) 

TITLE  OF  POSITION- 

LAY  SUPERINTENDENT 

DUTIES— 

The  duties  of  incumbents  of  these  positions,  which  involve  entire  responsibility 
for  the  work  of  employes  in  Grades  1,  2 and  3,  and  of  inmates,  helpers  and  other 
employes,  are  to  direct  and  be  responsible  for  the  general  lay  administration  of  a 
large  hospital  or  charitable  institution,  including  all  household  administration, 
maintenance  of  grounds,  buildings  and  equipment  and  the  non-professional  care  of 
inmates. 

Examples: 

Acting  as  superintendent  of  New  York  City  Children’s  Hospitals  and 
Schools,  superintendent  of  Municipal  Lodging  House,  superintendent 
of  Farm  Colony,  or  lay  superintendent  of  Harlem  Hospital. 

QUALIFICATIONS— 

1.  The  minimum  qualifications  prescribed  for  Deputy  Lay  Superintendent  in 
Grade  3. 

2.  Not  less  than  one  year  of  experience  in  Grade  3,  or  if  appointed  otherwise 
than  by  promotion  from  Grade  3,  in  work  of  the  character  and  standard  of  Grade  3. 

3.  Such  additional  qualifications  as  may  be  required  by  the  Municipal  Civil 
Service  Commission. 

COMPENSATION— 

Range  of  annual  compensation — $2100  to  $3660  inclusive,  with  maintenance. 

Salary  rates— $2100,  $2280,  $2460,  $2700,  $2940,  $3180,  $3420,  $3660. 

SPECIAL  REGULATION  GOVERNING  ADVANCEMENT— 

Persons  entering  this  grade  need  not  necessarily  begin  at  the  lowest  rate. 
Fixation  of  the  initial  salary  rate  and  advancement  within  this  grade  are  conditional 
upon  appraisal  under  the  rules  of  the  Board  of  Estimate  and  Apportionment  indicat- 
ing that  the  rate  requested  does  not  exceed  the  value  of  the  work  to  be  performed. 
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TENTATIVE  APPRAISALS 

The  following  tentative  close  appraisals  are  based  upon  present  conditions  and  are 
being  used  currently  by  the  Bureau  of  Standards  in  its  reports  to  the  Committee  on  Salaries 
and  Grades  of  the  Board  of  Estimate  and  Apportionment.  They  are  not  submitted  for 
adoption  as  part  of  the  standard  specifications.  The  value  of  these  positions,  as  of  many 
others,  must  naturally  be  subject  to  reappraisal  from  time  to  time,  in  accordance  with 


changing  conditions. 

Municipal  Lodging  House $2460  to  $2700 

New  York  City  Home,  Manhattan $2100  to  $2460 

New  York  City  Home,  Brooklyn $2100  to  $2460 

Children’s  Hospitals  and  Schools,  Randall's  Island $3420  to  $3660 

New  York  City  Farm  Colony $2100  to  $2460 

Harlem  Hospital  (with  no  Medical  Superintendent) $2100  to  $2460 

Assistant  Superintendent,  Bellevue $2100  to  $2460 
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LAUNDRYMAN  GROUP 

SYMBOL  (NL) 

The  term  Laundryman  Group  is  applied  to  those  offices  or  employments  of  the  Institu- 
tional Service  in  which  incumbents  are  required  to  perform  or  supervise  the  performance 
of  laundry  work  in  City  hospitals  or  charitable  or  correctional  institutions. 

The  qualifications  which  are  required  for  admission  to  positions  in  the  various  grades 
and  the  specific  duties  of  incumbents  of  these  positions  are  set  forth  in  the  several  grade 
specifications  which  follow. 

GENERAL  REGULATIONS  GOVERNING  ADVANCEMENT— 

Beginning  with  the  lowest  rate,  advancement  from  rate  to  rate  within  each  grade  shall 
be  made  regularly  in  the  preparation  of  the  annual  tax  budget  upon  the  completion  of  a 
term  of  at  least  one  year  of  satisfactory  service.  Proof  of  satisfactory  service  shall  be 
established  by  the  efficiency  records  of  the  Municipal  Civil  Service  Commission  supplemented 
by  investigation  under  the  rules  of  the  Board  of  Estimate  and  Apportionment.  The  standard 
of  satisfactory  service,  which  shall  entitle  an  employe  to  an  increase,  shall  be  determined 
annually  in  the  preparation  of  the  tax  budget  and  shall  be  progressively  higher  in  each 
succeeding  grade. 

Exceptions: 

1.  In  cases  of  conspicuous  service  or  achievement  recognized  by  the  Board  of 
Estimate  and  Apportionment,  advancement  may  be  made  after  the  prescribed  interval 
to  a rate  higher  than  the  one  immediately  above. 

2.  In  those  grades  specifically  designated,  advancement  shall  be  made  only  after 
an  appraisal  of  the  value  of  the  work  to  be  performed.  In  other  grades  specifically 
designated,  the  initial  rate  also  shall  be  determined  after  an  appraisal.  These 
appraisals  shall  be  made  under  the  rules  of  the  Board  of  Estimate  and  Apportion- 
ment. 

3.  Appointments  to  vacant  positions  made  prior  to  February  1 of  each  year 
will  be  regarded  as  dating  from  January  1 when  considering  length  of  service  in 
connection  with  salary  increases. 
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GRADE  1 (NL1) 

TITLES  OF  POSITIONS— 

HEAD  LAUNDRYMAN 

DUTIES— 

The  duties  of  incumbents  of  these  positions  are  to  take  charge  of  an  institutional 
laundry. 

Examples: 

Taking  charge  of  the  laundry  of  Bellevue  Hospital,  Metropolitan  Hospital, 
Farm  Colony,  Sea  View  Hospital,  Kings  County  Hospital,  Municipal 
Lodging  House,  Randall’s  Island. 

QUALIFICATIONS— 

1.  Evidence  of  ability  to  perform  the  duties  of  the  position  satisfactory  to  the 
head  of  the  department. 

2.  Such  additional  qualifications  as  may  be  required  by  the  Municipal  Civil 
Service  Commission. 

COMPENSATION— 

Range  of  annual  compensation  without  maintenance — $840  to  $1320  inclusive. 
Salary  rates— $840,  $900,  $960,  $1020,  $1080,  $1140,  $1200,  $1260,  $1320. 

The  following  deductions  will  be  made  for  maintenance,  such  maintenance 
either  full  or  partial  being  granted  only  upon  proof  of  its  necessity : 

Lodging $6  00  per  month 

72  00  “ year 

Breakfast  4 00  “ month 

48  00  “ year 

Lunch,  Dinner  or  Supper 5 00  each  per  month 

60  00  “ “ year 

Range  of  annual  compensation  with  full  maintenance — $600  to  $1080  inclusive. 
Salary  rates— $600,  $660,  $720,  $780,  $840,  $900,  $960,  $1020,  $1080. 

SPECIAL  REGULATION  GOVERNING  ADVANCEMENT— 

Persons  entering  this  grade  need  not  necessarily  begin  at  the  lowest  rate. 
Fixation  of  the  initial  salary  rate  and  advancement  within  this  grade  are  conditional 
upon  appraisal  under  the  rules  of  the  Board  o£  Estimate  and  Apportionment  indicat- 
ing that  the  rate  requested  does  not  exceed  the  value  of  the  work  to  be  performed. 
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GRADE  2 (N  L 2) 

TITLES  OF  POSITIONS— 

SUPERINTENDENT  OF  LAUNDRIES 

DUTIES— 

The  duties  of  incumbents  of  these  positions  are  to  supervise  and  be  responsible 
for  a number  of  institutional  laundries,  involving  supervision  of  employes  in  Grade  1 
and  other  employes,  and  responsibility  for  equipment,  materials,  supplies  and  the 
operation  and  maintenance  of  plants. 

Examples: 

Acting  as  superintendent  of  laundries  in  the  Department  of  Public  Charities. 

QUALIFICATIONS— 

1.  The  minimum  qualifications  prescribed  for  Grade  1. 

2.  Not  less  than  three  years  of  experience  in  Grade  1,  or  if  appointed  otherwise 
than  by  promotion  from  Grade  1,  in  work  of  the  character  and  standard  of  Grade  1. 

3.  Such  additional  qualifications  as  may  be  required  by  the  Municipal  Civil 
Service  Commission. 

COMPENSATION— 

Range  of  annual  compensation — $1800  to  $2340  inclusive. 

Salary  rates— $1800,  $1980,  $2160,  $2340. 

SPECIAL  REGULATION  GOVERNING  ADVANCEMENT— 

Beginning  with  the  lowest  rate,  advancement  within  this  grade  is  conditional 
upon  appraisal  under  the  rules  of  the  Board  of  Estimate  and  Apportionment  indicat- 
ing that  the  rate  requested  does  not  exceed  the  value  of  the  work  to  be  performed. 
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PRISON  KEEPER  GROUP 

SYMBOL  (NP) 

The  term  Prison  Keeper  Group  is  applied  to  those  offices  or  employments  of  the 
Institutional  Service  in  which  incumbents  are  required  to  exercise  custodial  and  correctional 
supervision  over  persons  committed  to  penal  or  correctional  institutions  or  persons  tempo- 
rarily in  custody  in  connection  with  the  administration  of  justice. 

The  training  and  experience  which  are  required  for  admission  to  positions  in  the 
various  grades  and  the  specific  duties  of  incumbents  of  these  positions  are  set  forth  in  the 
several  grade  specifications  which  follow. 

GENERAL  REGULATIONS  GOVERNING  ADVANCEMENT— 

Beginning  with  the  lowest  rate,  advancement  from  rate  to  rate  within  each  grade  shall 
be  made  regularly  in  the  preparation  of  the  annual  tax  budget  upon  the  completion  of  a 
term  of  at  least  one  year  of  satisfactory  service.  Proof  of  satisfactory  service  shall  be 
established  by  the  efficiency  records  of  the  Municipal  Civil  Service  Commission  supplemented 
by  investigation  under  the  rules  of  the  Board  of  Estimate  and  Apportionment.  The  standard 
of  satisfactory  service,  which  shall  entitle  an  employe  to  an  increase,  shall  be  determined 
annually  in  the  preparation  of  the  tax  budget  and  shall  be  progressively  higher  in  each 
succeeding  grade. 

Exceptions: 

1.  In  cases  of  conspicuous  service  or  achievement  recognized  by  the  Board  of 
Estimate  and  Apportionment,  advancement  may  be  made  after  the  prescribed  interval 
to  a rate  higher  than  the  one  immediately  above. 

2.  In  those  grades  specifically  designated,  advancement  shall  be  made  only  after 
an  appraisal  of  the  value  of  the  work  to  be  performed.  In  other  grades  specifically 
designated,  the  initial  rate  also  shall  be  determined  after  an  appraisal.  These 
appraisals  shall  be  made  under  the  rules  of  the  Board  of  Estimate  and  Apportion- 
ment. 

3.  Appointments  to  vacant  positions  made  prior  to  February  1 of  each  year 
will  be  regarded  as  dating  from  January  1 when  considering  length  of  service  in 
connection  with  salary  increases. 
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GRADE  1 (N  P 1) 

TITLES  OF  POSITIONS— 

PRISON  KEEPER 
PRISON  MATRON 
POLICE  MATRON 

DUTIES— 

Prison  Keeper,  Prison  Matron: 

The  duties  of  incumbents  of  these  positions  are  to  guard,  discipline,  care  for 
and  instruct  inmates  of  penal  or  correctional  institutions. 

Examples: 

Acting  as  prison  keeper  in  the  Penitentiary. 

Acting  as  prison  matron  in  the  Workhouse. 

Police  Matron: 

The  duties  of  Police  Matrons  are  to  guard  and  care  for  women  and  children 
brought  to  or  detained  in  station  houses,  and  to  perform  such  other  police  duties 
as  may  be  assigned  by  the  captain  of  the  precinct. 

QUALIFICATIONS— 

1.  Such  qualifications  as  may  be  required  by  the  Municipal  Civil  Service  Com- 
mission. 

COMPENSATION— 

Prison  Keeper: 

Range  of  annual  compensation — $900  to  $1260  inclusive. 

Salary  rates— $900,  $960,  $1020,  $1080,  $1140,  $1200,  $1260. 

Prison  Matron,  Police  Matron: 

Range  of  annual  compensation — $660  to  $960  inclusive. 

Salary  rates— $660,  $720,  $780,  $840,  $900,  $960. 
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GRADE  2 (N  P 2) 

TITLES  OF  POSITIONS— 

HEAD  PRISON  KEEPER 
HEAD  PRISON  MATRON 

DUTIES— 

The  duties  of  incumbents  of  these  positions  are  to  supervise  the  work  of 
Prison  Keepers  and  Prison  Matrons  in  Grade  1 and  to  perform  such  other  services 
as  may  be  .incident  to  the  maintenance  of  discipline  and  the  enforcement  of  rules 
governing  the  action  of  keepers,  the  custody  of  inmates,  and  the  maintenance  of 
quarters  under  their  jurisdiction. 

Examples: 

Acting  as  head  prison  keeper  in  charge  of  hall  in  City  Prison,  Manhattan 
or  Brooklyn. 

Acting  as  head  prison  keeper  in  charge  of  small  District  Prison,  as  the 
Second  District  Prison  (Jefferson  Market). 

QUALIFICATIONS— 

1.  The  minimum  qualifications  prescribed  for  Grade  1. 

2.  Not  less  than  two  years  of  experience  in  Grade  1,  or  if  appointed  otherwise 
than  by  promotion  from  Grade  1,  in  work  of  the  character  and  standard  of  Grade  1. 

3.  Such  additional  qualifications  as  may  be  required  by  the  Municipal  Civil 
Service  Commission. 

COMPENSATION— 

Head  Prison  Keeper: 

Range  of  annual  compensation — $1380  to  $1740  inclusive. 

Salary  rates— $1380,  $1500,  $1620,  $1740. 

Head  Prison  Matron: 

Range  of  annual  compensation — $1080  to  $1440  inclusive. 

Salary  rates— $1080,  $1200,  $1320,  $1440. 

SPECIAL  REGULATION  GOVERNING  ADVANCEMENT— 

Beginning  with  the  lowest  rate,  advancement  within  this  grade  is  conditional 
upon  appraisal  under  the  rules  of  the  Board  of  Estimate  and  Apportionment  indicat- 
ing that  the  rate  requested  does  not  exceed  the  value  of  the  work  to  be  performed. 
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GRADE  3 (N  P 3) 

TITLES  OF  POSITIONS— 

DEPUTY  WARDEN 

SUPERINTENDENT  OF  WOMEN  PRISONERS 

DUTIES— 

Deputy  Warden: 

The  duties  of  Deputy  Wardens,  which  involve  responsibility  for  the  work  of 
employes  in  Grades  1 and  2,  are  to  direct  and  be  responsible  for  the  whole  of  a 
small  correctional  institution  or  to  assist  the  Warden  in  the  direction  of  a large 
correctional  institution. 

Examples: 

Acting  as  deputy  warden  of  Penitentiary,  of  City  Prison  in  Manhattan  or 
Brooklyn,  of  Workhouse,  or  of  Branch  Workhouse  on  Hart’s  Island. 

Superintendent  of  Women  Prisoners: 

The  duties  of  Superintendents  of  Women  Prisoners,  which  involve  responsibility 
for  the  work  of  employes  in  Grades  1 and  2,  are  to  assist  the  Warden  in  the  direc- 
tion of  that  division  of  a large  correctional  institution  set  aside  for  women. 

Examples: 

Acting  as  Superintendent  of  Women  Prisoners  at  the  Workhouse. 

QUALIFICATIONS— 

1.  The  minimum  qualifications  prescribed  for  Grade  2. 

2.  Not  less  than  two  years  of  experience  in  Grade  2,  or  if  appointed  otherwise 
than  by  promotion  from  Grade  2,  in  work  of  the  character  and  standard  of  Grade  2. 

3.  Such  additional  qualifications  as  may  be  required  by  the  Municipal  Civil 
Service  Commission. 

COMPENSATION— 

Range  of  annual  compensation — $1920  to  $2280  inclusive. 

Salary  rates-$1920,  $2100,  $2280. 

SPECIAL  REGULATION  GOVERNING  ADVANCEMENT— 

Beginning  with  the  lowest  rate,  advancement  within  this  grade  is  conditional 
upon  appraisal  under  the  rules  of  the  Board  of  Estimate  and  Apportionment,  indicat- 
ing that  the  rate  requested  does  not  exceed  the  value  of  the  work  to  be  performed. 
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GRADE  4 (N  P 1) 

TITLES  OF  POSITIONS— 

WARDEN 

DUTIES— 

The  duties  of  incumbents  of  these  positions,  which  involve  entire  responsibility 
for  the  work  of  employes  in  Grades  1,  2 and  3,  are  to  direct  and  be  responsible  for 
one  large  or  several  small  correctional  institutions. 

Examples: 

Acting  as  warden  in  charge  of  Penitentiary,  of  District  Prisons,  of  City 
Prison  in  Queens,  Manhattan  or  Brooklyn,  of  Workhouse,  Blackwell’s 
Island,  or  of  Branch  Workhouse,  Hart’s  Island. 

QUALIFICATIONS— 

1.  The  minimum  qualifications  prescribed  for  Grade  3. 

2.  Not  less  than  two  years  of  experience  in  Grade  3,  or  if  appointed  otherwise 
than  by  promotion  from  Grade  3,  in  work  of  the  character  and  standard  of  Grade  3. 

3.  Such  additional  qualifications  as  may  be  required  by  the  Municipal  Civil 
Service  Commission. 

COMPENSATION— 

Range  of  annual  compensation — $2520  to  $3480  inclusive. 

Salary  rates— $2520,  $2760,  $3000,  $3240,  $3480. 

SPECIAL  REGULATION  GOVERNING  ADVANCEMENT— 

Beginning  with  the  lowest  rate,  advancement  within  this  grade  is  conditional 
upon  appraisal  under  the  rules  of  the  Board  of  Estimate  and  Apportionment,  indicat- 
ing that  the  rate  requested  does  not  exceed  the  value  of  the  work  to  be  performed. 
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MISCELLANEOUS  INSTITUTIONAL  WORKER  GROUP 

SYMBOL  (NZ) 

The  term  Miscellaneous  Institutional  Worker  Group  is  applied  to  those  offices  or  employ- 
ments of  the  Institutional  Service  in  which  incumbents  are  required  to  perform  non- 
professional routine  or  specialized  institutional  work  of  an  exceptional  nature  not  included 
in  the  other  groups  of  the  Institutional  Service. 

The  qualifications  which  are  required  for  admission  to  positions  in  the  various  grades 
and  the  specific  duties  of  incumbents  of  these  positions  are  set  forth  in  the  several  grade 
specifications  which'  follow. 

GENERAL  REGULATIONS  GOVERNING  ADVANCEMENT— 

Beginning  with  the  lowest  rate,  advancement  from  rate  to  rate  within  each  grade  shall 
be  made  regularly  in  the  preparation  of  the  annual  tax  budget  upon  the  completion  of  a 
term  of  at  least  six  months  or  one  year  of  satisfactory  service,  as  specified  in  the  grades. 
Proof  of  satisfactory  service  shall  be  established  by  the  efficiency  records  of  the  Municipal 
Civil  Service  Commission  or  by  the  recommendation  of  the  head  of  the  department  made  in 
accordance  with  the  efficiency  record  regulations  of  the  Municipal  Civil  Service  Commission, 
in  either  case  as  specified  in  the  grades,  supplemented  by  investigation  under  the  rules  of 
the  Board  of  Estimate  and  Apportionment.  The  standard  of  satisfactory  service,  which 
shall  entitle  an  employe  to  an  increase,  shall  be  determined  annually  in  the  preparation  of  the 
tax  budget  and  shall  be  progressively  higher  in  each  succeeding  grade. 

Exceptions : 

1.  In  cases  of  conspicuous  service  or  achievement  recognized  by  the  Board  of 
Estimate  and  Apportionment,  advancement  may  be  made  after  the  prescribed  interval 
to  a rate  higher  than  the  one  immediately  above. 

2.  In  those  grades  specifically  designated,  advancement  shall  be  made  only  after 
an  appraisal  of  the  value  of  the  work  to  be  performed.  In  other  grades  specifically 
designated,  the  initial  rate  also  shall  be  determined  after  an  appraisal.  These 
appraisals  shall  be  made  under  the  rules  of  the  Board  of  Estimate  and  Apportion- 
ment. 

3.  Appointments  to  vacant  positions  made  prior  to  February  1 or  August  1 of 
each  year  will  be  regarded  as  dating  from  January  1 or  July  1 when  considering 
length  of  service  in  connection  with  salary  increases. 
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GRADE  1 (N  Z 1) 

TITLES  OF  POSITIONS— 

COFFEE  ROASTER* 

FARMER*t 

DUTIES— 

Coffee  Roaster: 

The  duties  of  Coffee  Roasters  are  to  operate  a coffee  roasting  machine  and  to 
supply  roasted  coffee  to  City  hospitals  or  other  institutions. 

Examples: 

Operating  the  coffee  roasting  machine  at  the  general  storehouse  of  the 
Department  of  Public  Charities,  Blackwell’s  Island. 

Farmer: 

The  duties  of  Farmers,  which  involve  supervision  of  the  work  of  inmates  in 
institutions  and  of  laborers,  are  to  cultivate  the  soil,  to  raise  vegetables,  to  care  for 
live  stock  and  farm  implements  and  to  perform  other  related  work  on  farms  con- 
nected with  institutions. 

Examples: 

Acting  as  farmer  at  the  Farm  Colony,  Department  of  Public  Charities. 

QUALIFICATIONS— 

Coffee  Roaster: 

1.  Not  less  than  one  year  of  experience  in  the  operation  of  a coffee  roaster. 

2.  Such  additional  qualifications  as  may  be  required  by  the  Municipal  Civil 
Service  Commission. 

Farmer : 

1.  Not  less  than  two  years  of  experience  in  farming. 

2.  Such  additional  qualifications  as  may  be  required  by  the  Municipal  Civil 
Service  Commission. 

COMPENSATION— 

Coffee  Roaster: 

Range  of  annual  compensation — $900  to  $1080  inclusive. 

Salary  rates— $900,  $960,  $1020,  $1080. 

*Farmer: 

Range  of  annual  compensation — $720  to  $900  inclusive  with  maintenance. 

Salary  rates— $720,  $756,  $792,  $828,  $864,  $900. 

* Advancement  from  rate  to  rate  shall  be  made  on  the  completion  of  a term  of  at 
least  one  year  of  satisfactory  service.  Proof  of  satisfactory  service  shall  be  estab- 
lished by  the  efficiency  records  of  the  Muncipal  Civil  Service  Commission. 

t This  title  is  provided  for  persons  acting  as  working  farmers  or  supervising 
farm  work.  Persons  whose  work  is  primarily  instruction  are  provided  for  in  the 
Industrial  Instructor  Group  of  the  Educational  Service. 
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BRIEF  REPORT  ON  THE  INSTITUTIONAL  HELPER  PROBLEM, 
SUPPORTING  THE  TENTATIVE  STANDARD  SPECIFI- 
CATIONS FOR  THE  INSTITUTIONAL  SERVICE 

DESCRIPTIVE  STATEMENT 

GENERAL  DESCRIPTION  OF  THE  HOSPITAL  HELPER  CLASS 

Under  the  titles  of  hospital  helper,  orderly,  laborer  and  domestic,  there  are 
about  4,500  persons  employed  in  the  City  institutions  and  various  departmental 
bureaus  and  offices.  The  Budget  for  1915,  supplemented  by  several  issues  of 
special  revenue  bonds,  provided  $1,132,317  for  the  salaries  of  this  institutional 
help,  which  is  an  average  of  $251  (including  maintenance)  for  each  person 
employed. 

The  duties  of  these  employes  embrace  every  kind  of  employment  necessary 
for  the  maintenance  of  a hospital  or  other  institution,  excepting  the  distinctly 
professional  employments  and  those  of  an  administrative  character. 

The  lowest  paid  hospital  helper  class  receive  salaries  ranging  from  $120  to 
$240  per  annum.  Fully  one-half  of  the  persons  now  making  up  this  class  cannot 
claim  New  York  City  as  their  legal  residence.  They  are  recruited  chiefly  from 
the  floating  population  of  the  City.  Inquiry  at  a number  of  private  employment 
agencies  reveals  the  fact  that  only  the  poorer  class  of  help  is  sent  to  the  City 
hospitals,  and  the  reason  given  is  that  many  hotels  and  private  hospitals  pay 
salaries  averaging  from  five  to  ten  dollars  per  month  more  and  offer  living  con- 
ditions which  are  more  inviting.  Approximately  50  per  cent,  of  this  class  are 
foreign  born  and  about  25  per  cent,  have  been  in  New  York  City  less  than  sixty 
days.  60  per  cent,  of  all  changes  in  the  hospital  helper  ranks  occur  in  this  class. 
In  some  of  the  institutions  there  is  an  average  of  three  vacancies  in  a year 
for  each  position  paying  below  $240.  Some  of  the  positions  are  vacant  as  many 
as  ten  to  fifteen  times  each  year.  At  these  low  salaries  hospital  officials  have 
little  choice  in  selecting  their  help,  the  demand  being  greater  than  the  supply, 
except  during  certain  winter  months  when  the  transient  and  vagrant  class  will 
accept  temporary  employment  at  a low  salary  for  purposes  of  immediate  relief. 

During  one  month  of  1914  at  Bellevue  Hospital  there  were  164  changes  out 
of  539  hospital  helpers  employed,  or  about  30  per  cent.  These  figures  are  given 
to  show  the  number  of  vacant  positions  there  must  have  been  at  times  during  the 
month.  Of  this  number  38  of  the  changes  occurred  in  a building  where  there 
were  71  helpers  employed,  a monthly  percentage  of  58.  On  some  of  the  days, 
following  pay  day  the  first  of  the  month,  there  were  8 to  10  vacancies  in  this 
group,  but  the  necessary  work  was  performed  as  usual.  Under  the  existing 
conditions  it  is  necessary  for  the  hospitals  to  estimate  on  a greater  number  of 
positions  than  would  be  required  if  the  changes  were  fewer.  Where  there  are 
so  many  changes,  much  time  is  consumed  in  the  instruction  of  new  employes, 
and  there  is  also  a general  state  of  inefficiency.  If  there  were  a system  of 
employment  whereby  changes  could  be  considerably  decreased,  there  is  no  doubt 
that  a smaller  number  of  helpers  would  be  sufficient  to  do  the  same  amount  of 
work. 

In  addition  to  the  4,500  helpers  receiving  compensation,  there  are  at  certain 


6 


periods  of  the  year  about  500  persons  employed  by  the  Department  of  Public 
Charities  for  maintenance  only.  Most  of  these  persons  come  from  the  Municipal 
Lodging  House  and  are  available  at  times  during  the  year  when  the  institutions 
are  crowded  with  dependent  sick  and  poor,  and  when  there  is  increased  minor 
work  to  be  performed. 

Hospital  helpers  were  originally  employed  for  the  primary  purpose  of  per- 
forming only  menial  work  in  institutions  for  the  care  of  the  sick  and  wounded, 
dependent  poor,  mental  defectives  and  prisoners.  Owing  to  hospital  emergencies 
and  exigencies  the  employment  of  hospital  helpers  has  gradually  been  extended, 
so  that  great  numbers  of  them  are  now  performing  duties  not  at  all  in  keeping 
with  their  titles. 

Under  the  titles  of  helper,  domestic,  orderly,  laborer,  etc.,  this  general  class 
is  now  performing  the  duties  peculiar  to  the  following  positions : 

Admitting  office  clerk 
Ambulance  helper 
Assistant  cook 
Assistant  dietitian 
Assistant  farmer 
Assistant  trade  instructor 
Attendant 
Barber 

Barber’s  helper 
Bathroom  helper 
Brass  polisher 
Butcher 

Butcher’s  helper 
Caretaker 
Chambermaid 
Chauffeur 
Cleaner  (floors) 

Cleaner  (windows) 

Clerk 

Clockman 

Clothes  room  attendant 
Coal  passer 
Copyist 
Cook 

Counterman 
Crematory  helper 
Dishwasher 
Dockman 

Dormitory  attendant 
Driver 

Druggist’s  assistant 
Elevator  attendant 
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Engine  cleaner 
Floor  polisher 
Folder 
Food  runner 
Foreman 

Foreman’s  assistant 
Gardener 

Gateman  and  messenger 

General  service  girl 

Groundman 

Head  waitress 

Hospital  attendant 

Housekeeper 

Housekeeper’s  assistant 

Ice  plant  helper 

Ironer 

Janitor 

Kitchen  helper 
Laborer 

Laboratory  assistant  (clinical) 

Laundry  helper 

Laundress 

Laundress’s  assistant 

Laundryman 

Linen  room  attendant 

Locksmith 

Letter  carrier 

Maid 

Mangier 

Matron 

Mattress  and  mattress  spring  maker 
Medical  record  office  clerk 
Messenger 

Morgue  keeper  of  general 

Morgue  keeper 

Nurse 

Office  assistant 

Orderly 

Oiler 

Pantry  maid 
Pantry  man 
Payroll  clerk 
Pharmacist’s  assistant 
Porter 

Practical  nurse 
Runner 
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Seamstress 
Sexton 
Shoe  repairer 
Sorter 

Stable  worker 
Steam  tableman 
Sterilizer 
Storehouse  helper 
Storekeeper 
Supervisor’s  assistant 
Tailor 

Tailor’s  cutter 

Telephone  operator 

Tub  washer 

Vegetableman 

Waiter 

Waitress 

Ward  cleaner 

Ward  maid 

Ward  kitchen  maid 

Worker 

Watchman 

Weight  master 

X-ray  operator’s  assistant 

Positions  requiring  some  skill  in  the  trades  described 
under  the  following  titles : 

Baker 

Baker’s  helper 

Blacksmith 

Boilerman 

Carpenter 

Carpenter’s  helper 

Electrician’s  helper 

Engineer’s  helper 

Glazier 

Machinist 

Mason 

Mason’s  helper 
Mechanician 
Mechanician’s  assistant 
Mechanic 
Mechanic’s  helper 
Painter 

Painter’s  helper 
Plasterer 
Plasterer’s  helper 
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Plumber 

Plumber’s  helper 

Steamfitter 

Tinsmith 

The  majority  of  women  helpers  act  as  cleaners  in  the  wards,  ward  kitchen 
maids,  or  assist  nurses  in  ward  work.  The  general  instructions  furnished  such 
workers  at  Bellevue  Hospital  serve  as  an  example  of  their  duties  in  all  hospitals. 


General  Instructions  for  Kitchen  Helpers  and  Ward  Maids — Bellevue 

Hospital 


6:00  A.  M. 
6:30 
7:00 
7:30 


8:00 

9:00 

9:30 

10:30 

11:30 

12:00 

12:30 

12.30 

1 :00  P.  M. 
1:45 
2:00 
3:00 
3:30 
4:00 
4:30 
5:00 
5:30 

Tuesdays : 

Thursdays : 
Saturdays : 


Order  of  Work  for  Kitchen  Helpers 
Helpers  to  be  in  wards. 

Patients’  breakfast  to  be  served. 

Helpers’  breakfast. 

Adult  ward  swept,  broom  to  be  covered  with  cloth  wrung  out  of 
carbolic  solution  1-100  which  will  be  prepared  by  nurse. 
Covers  removed  from  broom  and  washed,  when  finished 
sweeping. 

Breakfast  dishes  washed  and  refrigerator  cleaned. 

General  kitchen  for  beef  tea  and  chopped  meat. 

Garbage  pail  washed  and  paper  put  inside  of  pail.  Fire  buckets 
emptied  and  washed.  Kitchen  floor  scrubbed. 

Ward  swept  under  beds. 

Table  and  trays  prepared  for  dinner,  also  special  diet. 

Patients’  dinner  served.  Bread  cut  15  minutes  before  serving. 
Helpers’  dinner. 

Dishes  washed  and  kitchen  tidied. 

Ward  swept. 

Dish  towels  washed. 

Get  ice  cream  and  broth  from  diet  kitchen. 

Special  diet  served. 

Dishes  washed. 

Ward  swept. 

Table  and  trays  prepared  for  patients’  supper. 

Helpers’  supper. 

Dishes  washed  and  kitchen  left  in  good  condition  for  night. 

Brush  walls  in  kitchen,  clean  globes,  paint  and  shelves.  Polish  all 
tins. 

Brush  walls  in  dressing  room,  clean  paint,  globes,  shelves,  etc. 
Brush  walls  of  ward,  clean  globes. 
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7:00  A.  M. 
7:35 


8:00 

9:00 


9:30 

10:00 


11:45 
12:00  M. 

1 :00  P.  M. 
1:30 

4:30 

5:00 

5:30 


Thursday : 
Hours : 


Duties  of  Ward  Maids 

Breakfast. 

Sweep  fire  escape  daily.  Mop  same  on  Monday,  Wednesday.  Fri- 
day and  Saturday.  See  that  bed-pan  covers  are  provided,  also 
clean  roller  towel. 

Clean  bathroom,  sinks,  toilets,  bathtubs,  sputa  cups,  bed-pans, 
shelves,  pipes,  etc. 

Drug  book  taken  to  Drug  Store.  Take  hose,  napkins,  etc.,  to 
Exchange  Room.  Take  feeding  bottles  to  A 5 and  bring  feed- 
ings to  ward. 

Help  nurses  in  serving  broth  to  the  children. 

Dusting  and  cleaning  of  ward  furniture,  such  as  beds,  bedside 
tables,  etc.  Assist  nurse  in  care  of  convalescent  patients. 
Accompany  patients  to  X-ray  and  Ampitheatre.  Carrying 
of  bed-pans,  etc.,  to  the  patients  (with  the  permission  of  the 
nurse  in  charge),  but  they  shall  not  remove  these  articles. 

Dinner. 

Assist  in  serving  children’s  dinner,  feeding  helpless  children  and 
carrying  trays. 

Dishes  taken  to  kitchen.  Tables  cleaned  and  table  covers  put  on. 

Ward  cleaning  continued.  Folding  and  putting  away  of  laundry. 
Assisting  nurse  in  care  of  the  ward. 

Washing  out  small  articles,  such  as  binders,  hot  water  bag  covers, 
curtains,  etc. 

Children’s  supper  served. 

Supper. 

Fire  extinguishers  cleaned  Monday,  Wednesday  and  Friday. 
Brightened  daily. 

Stands  taken  to  bathroom  to  be  scrubbed. 

7 A.  M.  to  6 P.  M.  One  afternoon  a week. 
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EXTENT  OF  EMPLOYMENT 

The  following  tables  show  the  average  number  of  hospital  helpers  employed 
in  the  various  City  institutions  for  the  three  months  ending  March  31,  1915,  the 
amount  of  funds  appropriated  for  salaries  in  the  annual  tax  budget  for  1915,  the 
bed  capacity  and  average  patient  or  inmate  census : 


Institutional  Care  of  Dependent  Sick — Hospitals. 


Hospital 


Bellevue  and  Training  School 

Gouverneur 

Harlem 

Fordham 

Sea  Beach  (new) 

Totals 


City  Hospital  & Training  School . 
Metropolitan  & Training  School.  . 

Neurological 

N.  Y.  Children’s 

Kings  County 

Cumberland  Street 

Bradford  Street 

Coney  Island 

Sea  View 

Greenpoint  (new) 

Hunter’s  Island  Home 

Willard  Parker  & Reception 

Riverside 

Kingston  Avenue 

Otisville  Sanatorium 

Laundry,  North  Brother  Island . . 
City  Farm,  Warwick,  N.  Y 


Totals 


Department 

Bed 

Capacity 

(Patients) 

Average 

Daily 

Census 

Helpers  f 
Allowed 
1915 

Funds 

Appropriated 
for  Helpers* * 

Bellevue  & All. 

1379 

1396 

546 

$140,752  00 

Bellevue  & Ail. 

186 

181 

89 

24,129  00 

Bellevue  & All. 

208 

218 

87 

23,232  00 

Bellevue  & All. 

243 

197 

76 

21,096  00 

Bellevue  & All. 

120 

798 

$209,209  00 

Charities 

870 

939 

317 

55,740  00 

Charities. 

1590 

2090 

638 

113,640  00 

Charities 

721 

776 

43 

5,520  00 

Charities 

1726 

2043 

504 

79,040  00 

Charities 

1222 

1074 

405 

103,080  00 

Charities 

183 

165 

49 

10,256  00 

Charities 

8 

7 

1,700  00 

1 Charities 

100 

87 

49 

9,860  00 

Charities 

730 

722 

294 

85,620  00 

Charities 

200 

Charities 

42 

' 34 

12 

3,240  00 

Health 

938 

412 

183 

62,814  00 

Health 

634 

343 

196 

61,856  00 

Health 

730 

253 

129 

43,376  00 

Health 

618 

630 

218 

90,160  00 

Health 

45 

10,092  00 

Bd.  of  Inebriety 

100 

’ 67 

11 

4,260  00 

3100 

$740,254  00 

fHelpers  include  all  persons  serving  under  the  titles  of  hospital  helper,  orderly,  laborer, 
domestic,  etc. 

*Funds  appropriated  for  helpers  include  special  revenue  bonds  authorized  in  March,  1915 
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Institutional  Care  of  Dependent  Poor 


Institution 

Department 

Bed 

Capacity 

Inmates 

Average 

Daily 

Census 

Helpersf 

Allowed 

1915 

Funds 

Appropriated 
for  Helpers* 

N.Y.  City  Home  for  Aged  & Infirm 

Charities 

2174 

2435 

166 

$30,960  00 

Brooklyn  Home  for  Aged  & Infirm. 

Charities 

1329 

1449 

66 

17,520  00 

New  York  O'ty  Farm  Colony. . . . 

Charities 

1975 

1675 

52 

15,930  00 

Municipal  Lodging  House 

Charities 

2508 

1788 

20 

5,180  00 

Totals 

304 

$69,590  00 

Penal  Institutions 


Institution 

Department 

Cell 

Capacity 

Average 

Daily 

Census 

Helpersf 

Allowed 

1915 

Funds 

Appropriated 
for  Helpers* 

Penitentiary,  B.  I. .....  

Correction 

1084 

1593 

7 

$3,360  00 
16,200  00 
11,520  00 
720  00 

Workhouse,  B.  I 

Correction 

1150 

1749 

39 

Workhouse,  Harts  Island . 

Correction 

600 

830 

31 

Workhouse,  Rikers  Island 

Correction 

340 

320 

2 

Reformatory 

Correction 

400 

479 

6 

2,880  00 

City  Prisons 

Correction 

1869 

1526 

20 

10,340  00 

District  Prisons 

Correction 

292 

313 

7 

3,360  00 

Miscellaneous  Employments 

Correction 

15 

6,240  00 

Totals 

127 

$54,620  00 

fHelpers  include  all  persons  serving  under  the  titles  of  hospital  helper,  orderly,  laborer 
domestic,  etc. 

*Funds  appropriated  for  helpers  include  special  revenue  bonds  authorized  in  March,  1915. 


Helpers  Employed  in  Bureaus  and  Offices — Department  of  Public  Charities 


Location 

Helpers 

Employed 

Funds 

Appropriated 
for  Helpers 

Average 

Salary 

Central  Offices 

22 

$9,480  00 

$430  91 

Purchase  and  Storage  of  Supplies 

21 

4,920  00 

234  28 

Drugs  and  Disinfectants 

14 

6,720  00 

480  00 

Totals 

57 

$21,120  00 

N on-Institutional  Care  of  Dependent 

Sick  or  Poor 

Manhattan  and  Bronx  (adults) 

51 

$18,000  00 

$352  94 

Manhattan  and  Bronx  (children) 

7 

3,120  00 

445  71 

Brooklvn  and  Queens  (children) 

13 

6,120  00 

470  77 

Totals 

71 

$27,240  00 

Steamboats,  Launches,  etc 

15 

$6,000  00 

$400  00 

Stables,  Blackwells  Island 

27 

4,284  00 

158  67 

Totals . 

42 

$10,284  00 
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The  following  tables  show  the  average  daily  patient  or  inmate  census  for  the 
twelve  months  ending  December  31,  1914: 

Hospitals  Average  Daily 

Census 

Bellevue  and  Training  School 1,242 

Gouverneur  191 

Harlem  190 

Fordham  175 

Sea  Beach  (new) .... 

City  Hospital  and  Training  School 796 

Metropolitan  Hospital  and  Training  School 1,741 

Neurological 676 

New  York  City  Children’s  Hospital 2,010 

Kings  County  Hospital 968 

Cumberland  Street  Hospital 149 

Bradford  Street  Hospital .... 

Coney  Island  Hospital 80 

Sea  View  Hospital 543 

Greenpoint  Hospital  (new) .... 

Hunters  Island  Home 25 

Willard  Parker  and  Reception  Hospital 397 

Riverside  Hospital 336 

Kingston  Avenue  Hospital 200 

Otisville  562 

Homes  for  Dependents 

New  York  City  Home  for  Aged  and  Infirm 2,221 

Brooklyn  Home  for  Aged  and  Infirm 1,369 

New  York  City  Farm  Colony. 1,087 

Municipal  Lodging  House 993 

Penal  Institutions 

Penitentiary,  Blackwell’s  Island 1,354 

Workhouse,  Blackwell’s  Island 1,247 

Workhouse,  Hart’s  Island 582 

Workhouse,  Riker’s  Island 211 

Reformatory  397 

New  Hampton  Farm 28 

City  Prisons 1,266 

District  Prisons 242 
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COMPENSATION  AND  METHODS  OF  MAKING  INCREASES 

The  number  of  helpers  employed  varies  from  month  to  month,  according 
to  the  census  of  the  hospitals.  In  the  Department  of  Public  Charities  the  budget 
appropriation  for  hospital  helpers  is  made  in  a lump  sum  under  “ Salaries  for 
Temporary  Employees,”  and  not  for  any  stated  number  at  different  rates  of  com- 
pensation, while  for  Bellevue  and  Allied  Hospitals  it  has  been  the  custom  for 
several  years  to  allow  a specified  number  at  various  rates  under  both  “ Regular  ” 
and  “ Temporary  ” employes.  The  result  of  this  budget  classification  for 
Bellevue  is  that  in  the  five  hospitals  under  the  jurisdiction  of  the  Board  of 
Trustees  of  Bellevue  and  Allied  Hospitals,  hospital  helpers  are  more  uniformly 
compensated  than  are  those  performing  the  same  duties  in  the  hospitals  of  the 
Department  of  Public  Charities.  Reasons  for  this  condition  are  that  where  the 
department  is  required  to  estimate  on  the  number  of  employes  at  different  rates 
for  the  year,  the  estimate  is  based  on  definite  rates  of  pay  for  ward  maids,  kitchen 
maids,  cleaners,  laundry  helpers,  etc.,  while  at  the  same  time  the  allowance  for 
“ Temporary  Employes  ” allows  the  department  all  necessary  freedom  and 
flexibility  in  the  employment  of  a greater  number  of  helpers  at  periods  during  the 
year  when  the  census  is  greatest.  In  the  departments  where  the  total  appropria- 
tion is  made  in  a blanket  amount,  the  compensation  is  not  definitely  fixed  accord- 
ing to  duties.  Consequently,  compensation  and  number  of  employes  vary  greatly 
and  are  not  regulated  according  to  standards.  For  example,  a vacancy  at  $480 
per  annum  is  filled  at  one  time  by  the  employment  of  four  persons  at  $120  and 
maintenance,  and  at  another,  by  the  employment  of  one  person  at  $240  and  two 
at  $120. 

Originally  it  was  believed  that  hospital  helper  work  should  be  performed 
by  persons  who  were  city  charges  and  compensated  by  maintenance  only,  supple- 
mented in  some  cases  by  a salary  averaging  from  $5  to  $10  per  month.  This 
method  was  detrimental  to  hospital  discipline  and  efficiency  and  encouraged  de- 
pendency. Salaries  have  been  gradually  increased  to  a minimum  for  women  of 
$120  in  institutions  of  the  Department  of  Public  Charities  and  $180  in  Bellevue 
and  Allied  Hospitals.  The  minimum  rate  for  men  in  Bellevue  and  Allied  Hos- 
pitals is  now  $240.  It  has  been  increased  in  the  Department  of  Public  Charities, 
but  a great  many  helpers  are  still  employed  at  the  lower  rates  and  for  maintenance 
only.  This  is  part  of  the  practice  of  the  Department  of  Public  Charities  of  find- 
ing work  for  worthy  charity  cases  or  for  down-and-outs,  occasional  drunkards 
and  shiftless  persons,  who  are  able  to  do  some  work  under  supervision,  and  some 
of  whom  would  be  city  charges  in  any  case.  On  the  other  hand,  it  has  also  been 
customary  in  times  of  emergency  and  when  funds  were  low  to  employ  this  class 
of  persons  simply  as  cheap  labor  without  thought  of  any  philanthropic  purpose. 

The  preparation  of  food  in  Bellevue  for  1,700  persons  is  in  charge  of  a 
cook  who  receives  $900  per  annum.  He  has  served  twenty-four  years  and  is 
assisted  by  a hospital  helper  at  $480  who  has  served  three  years,  and  four 
hospital  helpers  at  $240  who  have  served  less  than  one  year.  In  all  cases  where 
men  are  receiving  $240  or  less  and  women  $180  or  less,  the  average  length  of 
service  is  less  than  one  year,  while  among  the  47  employed  in  the  dietary  depart- 
ment of  Bellevue  Hospital,  the  average  length  of  service  for  21  men  receiving 
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$300  or  more  is  four  and  one-fourth  years,  and  for  15  women  receiving  $240  or 
more  four  and  one-half  years. 

So  far  as  the  regular  budget  appropriations  have  permitted,  a system  of 
automatic  salary  increases  has  been  in  practice  at  Bellevue  Hospital  for  the  past 
three  years.  The  practice  has  been  to  increase  male  helpers  from  $240  to  $300 
and  women  from  $180  to  $240  after  one  year  of  continuous  service.  It  is  believed 
this  practice  was  largely  responsible  for  the  decrease  in  the  percentage  of  changes 
from  26.7%  monthly  for  the  first  nine  months  of  1913  to  16.7%  for  the  first  nine 
months  of  1914.  The  number  of  increases  granted  from  January  1,  1914,  to 


October  1,  1914,  was  as  follows: 

Men,  15  from  $240  to  $300 $900  00 

Women,  14  from  $180  to  $240 848  00 

Women,  1 from  $192  to  $240 48  00 


Total $1,796  00 


Those  entitled  to  increases  for  the  months  of  October,  November  and  De- 
cember, for  which  money  could  not  be  found,  were : 

Men,  6 from  $240  to  $300 $360  00 

Women,  4 from  $184  to  $240 240  00 

Women,  1 from  $192  to  $240 48  00 


Total $648  00 


Total  amount  involved  in  increases  for  one  year $2,444  00 


The  promise  of  increases  at  Bellevue  influences  a number  of  helpers  to 
remain,  but  the  inability  of  hospital  officials  to  carry  out  the  practice  during  the 
entire  year  has  had  a bad  effect  on  the  service,  causing  a number  to  resign 
because  others  who  had  served  a year  had  failed  to  get  their  promised  increases. 

LOCATION  OF  HOSPITALS  AND  INSTITUTIONS  WHERE  HOSPITAL 

HELPERS  ARE  EMPLOYED 

The  location. of  employment  is  an  important  factor  in  securing  desirable  help. 
The  hospitals  located  near  the  heart  of  the  city  are  generally  considered  the  more 
desirable  places  of  employment.  In  the  more  remote  institutions,  provision  for 
maintenance  must  be  made  for  a comparatively  large  number  of  helpers ; in  insti- 
tutions in  which  conditions  are  unpleasant  because  of  location  or  other  factors,  a 
higher  wage  must  usually  be  paid.  For  the  purpose  of  comparison  the  hospitals 
and  institutions  and  their  location  are  given  as  follows : 

Bellevue  Hospital,  foot  East  26th  Street,  Manhattan. 

Gouverneur  Hospital,  Gouverneur  Slip,  Manhattan. 

Harlem  Hospital,  Lenox  Avenue  and  136th  Street,  Manhattan. 

Fordham  Hospital,  Southern  Boulevard,  Bronx. 

City  Hospital,  Blackwell’s  Island. 

Metropolitan  Hospital,  Blackwell’s  Island. 

Neurological  Hospital,  Blackwell’s  Island. 
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New  York  City  Home  for  Aged  and  Infirm,  Blackwell’s  Island. 

Penitentiary,  Blackwell’s  Island. 

Workhouse,  Blackwell’s  Island. 

Kings  County  Hospital,  Clarkson  Street,  Flatbush,  Brooklyn. 

Brooklyn  Home  for  Aged  and  Infirm,  Clarkson  Street,  Flatbush, 

Brooklyn. 

Cumberland  Street  Hospital,  Cumberland  Street,  Brooklyn. 

Bradford  Street  Hospital,  Bradford  Street,  Brooklyn. 

Reception  Hospital,  Coney  Island,  Brooklyn. 

Sea  View  Hospital,  New  Dorp,  Staten  Island. 

City  Farm  Colony,  New  Dorp,  Staten  Island. 

New  York  Children’s  Hospitals,  Randall’s  Island,  opposite  Harlem. 

Hunter’s  Island  Home,  Hunter’s  Island. 

Municipal  Lodging  House,  foot  East  25th  Street,  Manhattan. 

City  Farm  (Drug  and  Alcoholic),  Warwick,  N.  Y. 

Sanatorium  (Tuberculosis),  Otisville,  N.  Y. 

Workhouse,  Hart’s  Island,  opposite  City  Island. 

Workhouse,  Riker’s  Island,  opposite  Bronx. 

Reformatory,  Hart’s  Island,  opposite  City  Island. 

City  Prisons,  all  Boroughs. 

District  Prisons. 

Contagious  Hospitals — 

Willard  Parker  and  Reception,  foot  East  16th  Street,  Manhattan. 

Riverside  Hospital,  North  Brother  Island. 

Kingston  Avenue  Hospital,  Flatbush,  Brooklyn. 

DISCIPLINE  AND  MAINTENANCE  CONDITIONS  IN  THE  VARIOUS 

INSTITUTIONS. 

Undoubtedly  the  conditions  surrounding  maintenance  of  helpers  in  hospitals 
contribute  greatly  to  the  large  number  of  resignations.  Poorly  prepared  food, 
overcrowding  and  undesirable  associates  in  the  dormitories  and  rooms  are  primary 
causes  for  the  resignation  of  the  better  class  of  helpers.  Such  conditions  are 
most  prevalent  in  the  larger  hospitals,  such  as  Bellevue,  Metropolitan,  Kings 
County  and  New  York  Children’s  Hospitals  and  Schools.  In  the  smaller  institu- 
tions the  dormitory  accommodations  are  better  and  the  food  service  is  more 
satisfactory. 

In  the  larger  hospitals  crowded  sleeping  quarters  cause  considerable  discon- 
tent, some  helpers  desiring  to  retire  early  while  others  come  in  late  and  arouse 
them.  This  condition  brings  about  frequent  requests  for  transfer  with  the  hope 
of  getting  into  more  congenial  quarters. 

About  80  per  cent,  of  all  changes  are  due  to  two  causes,  absence  from  duty 
and  intoxication.  Helpers  who  leave  the  hospital  at  night  are  required  to  return 
at  a certain  hour  in  a perfectly  sober  condition.  If  they  have  been  drinking,  dis- 
missal follows,  while  if  they  were  living  outside  they  would  in  most  cases  retire 
and  be  at  work  in  the  morning.  Dismissal  under  the  present  conditions  is  neces- 
sary in  order  to  avoid  disturbing  others  in  the  crowded  dormitories  who  have 
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retired.  A great  many  overstay  the  time  allowed  on  their  pass,  and  realizing  what 
the  penalty  will  be,  remain  away  entirely. 

Food  complaints  are  numerous  and  embrace  both  preparation  and  service. 
The  foodstuffs  are  usually  all  that  can  be  desired  but  because  of  crowded  kitchen 
conditions  and  more  often  incompetent  assistants,  the  food  is  spoiled  in  the 
preparation.  At  Bellevue  Hospital  food  is  prepared  at  one  time  in  one  kitchen 
for  about  1,200  patients  and  500  hospital  helpers.  The  dining  room  will  accommo- 
date only  one-third  of  the  helpers  at  one  sitting,  necessitating  serving  squads  at 
three  different  periods,  allowing  30  minutes  for  each  group.  Often  by  the  time 
the  third  group  comes  in,  the  food  has  become  unsatisfactory  through  standing 
and  repeated  warming.  The  midnight  meals  are  hardly  ever  complained  of, 
although  the  menus  are  identical  with  those  used  at  noon.  This  is  due  to  the 
fact  that  the  midnight  meal  is  served  to  all  helpers  as  soon  as  prepared,  the 
accommodations  for  the  night  force  being  ample  to  insure  good  service. 

ESTIMATED  COST  OF  MAINTENANCE. 

It  has  been  stated  that  it  costs  far  less  to  maintain  hospital  helpers  in  insti- 
tutions than  to  give  them  $240  in  lieu  of  maintenance.  This  claim  is  based  on  the 
cost  of  food  only,  and  those  who  make  it  fail  to  consider  the  many  other  expenses 
necessary  to  maintenance,  as  well  as  the  many  advantages  arising  from  the  absence 
of  helpers  after  working  hours. 

The  report  of  the  Committee  on  Inquiry  into  the  Departments  of  Health, 
Charities  and  Bellevue  and  Allied  Hospitals,  is  very  conservative  in  stating  that 
“ in  form  of  food,  lodging  and  laundry,  the  hospital  helpers  receive  what  probably 
amounts  to  not  less  than  $25  a month.” 

A hospital  employing  about  five  hundred  helpers  with  maintenance  requires 
for  the  housekeeping  department  about  50  cleaners,  chambermaids,  etc.,  and 
almost  an  equal  number  in  the  kitchens  and  dining  rooms.  If  only  two  hundred 
and  fifty  helpers  were  maintained  this  force  could  be  reduced  by  from  one-third 
to  one-half.  Other  expenses  such  as  equipment,  repairs,  heating,  lighting,  laundry, 
linen  and  mending,  would  in  most  cases  bring  the  cost  of  full  maintenance  up  to 
at  least  $240  per  year  in  the  most  economically  managed  quarters. 

The  practice  of  allowing  some  institutional  employes  receiving  salaries  rang- 
ing from  $360  to  $720  to  live  outside  has  been  adopted  to  a limited  extent  in 
institutions  where  there  is  much  overcrowding.  Some  of  these  employes  receive 
no  maintenance  at  all,  while  others  receive  one,  two  or  three  meals,  and  lodge 
away  from  the  institution.  For  cases  of  this  kind  the  Hospital  Investigating 
Committee  recommended  that  an  employe  should  receive,  in  addition  to  his  salary, 
five  dollars  per  month  in  lieu  of  the  particular  meal  of  the  day  not  eaten  in  the 
institution  and  five  dollars  per  month  in  lieu  of  lodging.  This  would  be  at  the 
rate  of  $240  per  annum  for  full  maintenance. 

In  some  institutions  the  average  cost  of  full  maintenance  of  hospital  helpers 
who  are  housed  and  fed  in  an  unsatisfactory  manner,  may  be  a little  less  than  $240 
per  annum,  but  this  is  more  than  offset  in  others  where  the  actual  cost  is  con- 
siderably above  $240.  Figures  have  been  secured  to  show  the  per  capita  cost  of 
maintaining  hospital  helpers  at  the  building  known  as  the  Mills  Training  School 
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for  Male  Attendants  on  East  Twenty-sixth  street.  This  place  is  set  aside  for  the 
maintenance  of  hospital  helpers  who  are  acting  as  orderlies  in  the  various  wards. 
The  average  census  for  the  year  1914  was  31  helpers,  16  employes  and  7.  male 
head  pupil  nurses,  a total  of  54  persons.  The  table  below  does  not  include  the 
salary  of  $240  for  each  of  the  31  helpers  for  whom  the  general  expense  is  in- 
curred, neither  does  it  include  anything  for  vacation  salaries  and  other  incidental 
expenses.  We  have  also  eliminated  from  this  estimate  the  salary  of  $1,200  per 
annum  for  the  superintendent  of  the  school  and  $720  per  annum  for  the  male 
nurse  acting  as  instructor. 

Mills  Training  School — Bellevue  Hospital. 

Expenses  for  the  12  months  ending  December  31,  1914. 

School  for  Men  Attendants. 

Educational  and  General  Expense — 

Educational  and  Recreation  Equipment : 

Replacements $16  75 

Repairs,  Contract  or  Open  Orders 23  52 

Heat  and  Light  of  Building  at  $50  per  month 600  00 

General  Laundry  for  54  Persons 702  00 

Housekeeping — 

Personal  Service  2,768  74 

Supplies : 

Laundry  and  Cleaning  Supplies 177  28 

General  Plant  65  13 

Household  Equipment 801  23 

General  Plant  Equipment 19  18 

Materials  for  Repairs 2 50 

Repairs,  Contract  or  Open  Order 14  00 

Kitchen — 

Personal  Service 757  47 

Supplies : 

Fuel  58  28 

Household  Equipment 69  91 

Repairs,  Contract  or  Open  Order 33  60 

Dining  Room  and  Pantry — 

Personal  Service 715  08 

Supplies : 

Food  12,397  20 

Household  Equipment : 

Replacements  33  11 


Total  Cost  $19,264  98 
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Total  Number  Maintained — 

Average  number  of  helpers  (orderlies)  for  1914 31 

Number  employed  for  Personal  Service  (Mills  Building)  16 
Number  of  Head  Pupil  Nurses 7 


Total  54 

Average  cost  of  maintenance  for  each  person $356  76 


Since  the  average  cost  of  maintenance  of  these  attendants  is  $356.76  and 
their  annual  salary  is  $240,  the  total  expenditure  of  the  city  is  $596.76  per  annum 
for  each  attendant.  Head  Pupil  Nurses  receiving  $360  and  $480  who  are  main- 
tained here  are  receiving  the  equivalent  of  $716  and  $836  per  annum. 

CIVIL  SERVICE  REGULATIONS  AND  EXPERIENCE 

The  positions  under  the  titles  of  Hospital  Helper,  Hospital  Helper  Mechanic, 
etc.,  have  been  classified  by  the  Civil  Service  Commission  in  the  non-competitive 
class  with  a caption  giving  the  location  of  the  position  and  the  maximum 
amount  of  salary.  The  tendency  of  officers  of  institutional  departments  has  been 
to  make  use  of  this  classification  to  employ  without  civil  service  examinations, 
for  all  kinds  of  duties  whether  properly  competitive  or  non-competitive,  persons 
willing  to  accept  a low  salary,  usually  with  maintenance.  Not  only  have  persons 
been  employed  under  the  title  Hospital  Helper  for  all  kinds  of  positions  in  insti- 
tutions, but  they  have  also  been  employed  outside  of  institutions  in  the  central 
and  other  offices  of  the  institutional  departments.  The  ease  with  which  appoint- 
ments could  be  made  without  civil  service  examinations,  the  convenience  of  ap- 
pointing at  low  salaries  when  department  funds  were  low,  the  emergencies  and 
exigencies  arising  in  connection  with  institutional  work,  the  opportunities  for 
patronage,  and  other  motives  and  causes  have  led  to  an  extension  of  the  use  of 
non-competitive  titles  in  institutional  departments.  In  many  cases  civil  service 
rules  and  regulations  have  undoubtedly  been  broken  and  are  still  being  broken. 
Recently  the  Municipal  Civil  Service  Commission  has  taken  action  against  the 
employment  of  hospital  helpers  outside  of  institutions  and  has  begun  a more  care- 
ful investigation  of  the  performance  of  duties  under  improper  titles. 

There  are  two  factors  in  the  civil  service  aspect  of  the  hospital  helper  problem 
which  render  it  difficult  to  solve. 

1.  The  duties  performed  under  the  titles  of  Hospital  Helper  and  similar 
titles  in  the  non-competitive  class  necessarily  cover  duties  described  under  other 
titles  in  the  competitive  service  outside  of  institutions.  For  example,  cleaning 
work  is  properly  performed  in  institutions  under  the  title  of  helper,  while  outside 
of  institutions  it  is  properly  performed  under  the  title  of  cleaner.  Again,  the 
title  of  hospital  helper  mechanic  has  been  used  to  cover  duties  peculiar  to  one  or 
several  skilled  trades  which  would  properly  be  performed  in  non-institutional 
departments  not  giving  maintenance  under  skilled  trades  titles.  All  this  points  to 
the  fact  that  the  purpose  of  titles  such  as  hospital  helper  is  not  to  describe  peculiar 
duties  but  to  describe  duties  in  institutions  performed  by  a large  class  of  persons 
engaged  on  account  of  their  willingness  to  work  for  low  salaries  rather  than  for 
their  peculiar  skill  in  any  one  kind  of  employment,  a force  which  must  be  mobile 
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and  must  not  be  bound  too  closely  by  minute  civil  service  rules  and  regulations 
governing  individuals  and  titles  in  the  competitive  class. 

2.  Even  where  it  would  be  desirable  to  place  a number  of  positions  now  in 
the  non-competitive  class,  in  the  competitive  class  under  more  proper  titles  and  at  a 
higher  range  of  salary,  this  is  in  many  cases  impossible  because  of  the  large  num- 
bers involved  and  the  resulting  increase  in  the  budget. 
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CRITICAL  STATEMENTS 

1.  The  employment  of  hospital  helpers  has  been  extended  to  a large  number  of 
positions  properly  under  other  titles.  The  titles  of  hospital  helper  and  hospital 
helper  mechanic  without  any  grading  are  inadequate  for  administrative,  budgetary 
control  and  civil  service  purposes  to  describe  work  at  low  salaries  in  city  institutions. 
Hospital  helpers  and  other  employes  under  institutional  titles  should  not  be  employed 
outside  of  institutions. 

2.  The  salaries  at  present  paid  are  in  many  cases  too  low  to  attract  a proper  type 
of  person.  .The  present  method  of  making  increases,  excepting  in  Bellevue  Hospital, 
is  uncertain  and  does  not  provide  the  necessary  inducements  to  keep  the  right  type 
of  persons  in  the  service.  A smaller  number  of  adequately  compensated  helpers  would 
perform  much  more  satisfactorily  the  work  which  a large  number  of  undesirable  and 
ill  paid  helpers  are  performing  at  the  present  time.  After  a thorough  investigation, 
it  is  believed  that  in  many  cases  a good  employe  at  $360,  $420,  or  $480  per  annum 
will  do  an  amount  of  work  equal  in  quantity  and  quality  to  two  or  three  of  the  type 
now  employed  at  $120,  $150,  or  $180  per  annum. 

3.  The  employment  of  the  unpaid  and  lowest  paid  helpers  for  the  double  pur= 
pose  of  taking  care  of  persons  who  would  otherwise  be  city  charges  at  the  least 
expense  to  the  city  and  of  getting  work  done  as  cheaply  as  possible  is  open  to  very 
serious  criticism.  These  helpers  are  usually  dissatisfied  from  the  start  with  the 
conditions  of  their  employment,  they  perform  little  real  work  and  they  require 
greater  supervision.  These  persons  should  at  least  be  restricted  to  institutions  in 
which  they  can  be  isolated,  so  far  as  possible,  from  patients  and  inmates  and  can  do 
the  least  harm. 

4.  The  inability  of  the  city  to  attract  a better  class  of  institutional  employes  is 
In  a large  measure  due  to  the  remote  location  and  to  the  physical  conditions  of  a 
number  of  institutions. 

5.  The  employment  of  a large  number  of  institutional  helpers  with  maintenance 
has  been  a source  of  unnecessary  expense  to  the  city,  has  caused  overcrowding  and  has 
complicated  the  institutional  problem  by  adding  to  the  duties  of  administrators  the 
supervision  of  a large  class  of  persons  who  should  properly  be  living  entirely  outside 
their  jurisdiction.  It  is  believed  that  requiring  helpers  in  certain  employments  to  live 
outside  the  institutions  will  accomplish  more  toward  the  solving  of  the  hospital  helper 
problem  than  will  anything  else.  Fully  one=third  of  the  helpers  now  employed  are 
performing  duties  not  involving  the  direct  care  of  patients  and  therefore  not  requiring 
residence. 

6.  The  present  method  of  appropriating  lump  sums  for  hospital  helpers  in  the 
Department  of  Public  Charities  is  out  of  keeping  with  the  idea  of  the  segregated 
budget.  It  has  resulted  in  appropriations  based  upon  general  estimates  rather  than 
upon  estimates  of  the  number  and  kind  of  helpers  required  in  the  particular  units  in 
an  institution. 

There  are  three  ways  in  which  a lump  sum  estimate  for  hospital  helpers  may 
be  made  up  by  the  head  of  an  institution: 

a.  By  estimating  the  number  of  helpers  at  proper  salaries  required  in 
the  different  units  in  the  institution,  setting  aside  an  additional  sum  to  cover 
emergencies  and  temporary  employment. 

b.  By  past  experience. 

c.  By  guess  work. 

Obviously  the  first  method  is  the  only  satisfactory  one. 
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CONSTRUCTIVE  RECOMMENDATIONS 

1.  The  specifications  of  the  Bureau  of  Standards  for  the  Institutional  Service, 
so  far  as  they  affect  the  hospital  helper  class,  aim  to  set  up  a proper  classification  of 
minor  institutional  work  under  groups  and  grades.  This  classification  sets  up  a 
group  of  persons  to  be  known  as  the  Helper  Group,  who  perform  the  great  bulk  of 
indoor  work.  This  group  consists  of  three  grades,  the  first  grade  comprising  that 
class  of  persons  the  majority  of  whom  would  probably  be  city  charges  or  require  pri= 
vate  charitable  aid,  including  the  down=and=out  class  and  the  occasional  drunkards.  It 
is  recommended  that  the  employment  of  persons  in  this  grade  be  restricted  entirely  to  a 
few  institutions  in  the  Department  of  Public  Charities  and  that  the  number  be  reduced 
to  a minimum.  The  second  grade  consists  of  the  great  majority  of  domestic  and  other 
indoor  workers  who  ought,  at  the  salary  rates  offered,  to  be  persons  of  the  same  type 
as  those  employed  in  the  best  private  hospitals.  The  third  grade  consists  of  persons 
performing  peculiarly  difficult  or  responsible  helper  work  or  persons  acting  in  the 
capacity  of  supervisors. 

A second  group  has  been  set  up,  to  be  known  as  the  Artisan  Group,  consisting 
in  general  of  the  outdoor  workers  and  of  workers  performing  duties  requiring  some 
knowledge  of  skilled  trades.  The  first  grade  includes  the  great  majority  of  artisans 
employed  in  institutions.  The  second  grade  consists  of  persons  performing  the  most 
difficult  work  or  of  persons  acting  in  a supervisory  capacity.  These  two  groups  cover 
the  great  bulk  of  institutional  helpers. 

A third  group  has  been  set  up  to  be  known  as  the  Institutional  Clerk  Group 
consisting  of  the  minor  clerical  workers  in  institutions.  The  first  grade  includes  the 
work  done  by  office  boys  and  the  less  important  work  performed  by  second  grade 
clerks  in  the  ordinary  departmental  clerical  service.  The  Municipal  Civil  Service 
Commission  has  agreed  to  place  this  grade  of  institutional  clerks  in  the  non=competi= 
tive  class.  The  second  grade  consists  of  persons  performing  clerical  work  of  the 
same  character  as  the  more  difficult  work  performed  by  second  grade  clerks  and  the 
work  performed  by  third  grade  clerks  in  the  ordinary  departmental  clerical  service, 
together  with  other  clerical  work  of  the  same  standard,  such  as  typewriting,  copying, 
etc.  The  Municipal  Civil  Service  Commission  has  indicated  that  it  will  place  this 
grade  in  the  competitive  class,  but  will  hold  a special  examination  specifying  that  the 
work  to  be  performed  is  institutional  work  under  less  pleasant  conditions  than  in  the 
departments  and  out  of  the  line  of  clerical  promotion. 

Other  groups  have  been  created  to  take  care  of  specialized  activities  such  as 
cooking,  orderly  and  attendant  work,  lay  administrative  work,  etc. 


2.  Ranges  of  salary  have  been  set  up  sufficient  to  attract  a desirable  class  of 
workers.  In  the  specifications  for  several  grades  it  has  been  proposed  that  regular 
semiannual  increases  of  $30  be  given.  If  provision  is  made  in  the  annual  tax  budget 
for  increases  for  all  institutional  employes  of  the  helper  class  recommended  by  the 
heads  of  the  institutional  departments,  to  take  effect  on  January  1st,  and  allowance 
is  also  made  for  a liberal  number  of  increases  to  take  effect  on  July  1st,  the  length 
of  service  of  this  class  will  undoubtedly  be  increased  by  over  one  hundred  per  cent. 
This,  coupled  with  a reduction  in  the  number  of  helpers  receiving  maintenance,  and 
a resultant  improvement  in  eating,  sleeping  and  other  accommodations  for  helpers 
who  receive  maintenance,  will  reduce  the  monthly  changes  to  a minimum.  A con= 
siderable  number  of  changes  must  always  be  expected  in  this  class,  even  under  the 
most  favorable  circumstances. 


3.  Provision  has  been  made  in  most  cases  for  allowances  in  lieu  of  maintenance, 
amounting  to  $240  in  the  case  of  full  maintenance,  with  the  idea  that  studies  will  be 
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made  at  the  earliest  possible  moment  tending  to  a reduction  of  the  number  of  helpers 
receiving  maintenance.  The  following  scale  of  allowances  for  partial  maintenance  is 
suggested: 

Lodging  $6  00  per  month 

72  00  per  year 

Breakfast 4 00  per  month 

48  00  per  year 

Lunch,  dinner,  or  supper 5 00  each  per  month 

60  00  each  per  year 

Under  the  present  system  of  employment  with  maintenance,  only  transient  men 
and  women  who  have  no  home  obligations,  can  afford  to  accept  employment  at  the 
small  salaries  offered.  If  for  certain  employments  a rate  incorporating  the  equiva= 
lent  of  maintenance  is  offered,  a better  class  of  employes  maintaining  homes  and 
supporting  families  in  the  City  can  be  secured.* 

In  the  case  of  a number  of  positions  in  hospitals  not  requiring  residence,  rent= 
payers  or  legal  residents  of  the  City  could  be  given  the  preference.  This  practice 
would  eventually  make  impossible  the  present  extensive  employment  of  persons  for 
charitable  reasons.  A higher  type  of  hospital  helper  could  undoubtedly  be  secured 
from  among  City  rent  payers,  who  are  now  compelled  in  large  numbers  to  seek 
charity  from  city  and  private  agencies  for  the  support  of  their  families,  but  who  can= 
not  live  on  the  small  pay  (minus  the  equivalent  of  maintenance)  now  offered  at  the 
City  institutions. 


4.  In  gathering  field  data  on  the  institutional  helper  class  for  standard  specifica= 
tions  and  for  budgetary  examination  purposes,  the  Bureau  of  Standards  has  adopted 
a method  of  recording  the  duties  and  salaries  of  helpers  according  to  the  unit  in 
which  they  work.f  It  is  recommended  that  the  heads  of  institutional  departments  use 
this  unit  method  of  estimating  the  number  of  helpers  in  the  various  groups  and  grades 
required  for  regular  service,  and  that  appropriations  be  made  on  this  basis.  It  will 
be  necessary,  of  course,  in  many  institutions  to  appropriate  a lump  sum  under  salaries 
of  temporary  employes  to  cover  emergency  work  and  fluctuations  in  numbers  in  the 
different  units.  It  is  recommended  that  the  method  of  making  the  entire  appropria= 
tion  for  helpers  in  lump  sums  still  maintained  for  the  Department  of  Public  Charities 
be  changed  to  schedulized  appropriations  for  the  majority  of  positions. 

* Note. — See  Appendix  A. 
f Note. — See  Appendix  B. 
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APPENDIX  A. 

At  the  time  during  the  winter  of  1914  and  1915  when  it  was  estimated  that 
there  were  between  200,000  and  300,000  unemployed  in  the  city,  a night  investiga- 
tion was  made  to  determine  the  class  of  persons  unemployed,  what  their  salaries 
had  been,  what  character  of  work  they  were  qualified  to  perform,  etc.  Twenty- 
nine  families  were  visited,  living  in  flats  where  the  monthly  rent  was  from  $10  to 
$15,  not  far  from  Bellevue  Hospital  on  East  25th,  26th,  27th  and  28th  Streets,  and 
on  Second  Avenue.  The  supporting  members  of  sixteen  families  were  out  of  em- 
ployment. With  two  exceptions  the  largest  salary  received  by  the  supporting 
members  of  these  sixteen  families  during  the  past  year  was  $15  per  week,  and  the 
majority  had  been  employed  at  $10  and  $12  per  week.  They  were  all  qualified 
for  and  willing  to  accept  hospital  employment  provided  they  could  receive  suffici- 
ent compensation  to  support  their  families  and  live  at  home.  Out  of  twenty 
places  visited  in  Flatbush  near  the  Kings  County  Hospital,  nine  persons,  paying 
$13  and  $14  per  month  rent,  were  unemployed  and  all  except  one  were  willing 
to  accept  hospital  employment  at  $600  per  year  or  less.  Their  former  salaries 
had  been  from  $9  to  $12  per  week  and  all  had  lived  in  New  York  over  eight  years, 
except  one  who  came  here  two  years  ago. 

It  is  argued  that  these  persons  would  not  remain  in  hospital  positions  and 
would  only  accept  the  positions  for  the  temporary  relief  of  their  families.  In 
answer  to  this  facts  may  be  presented  regarding  a group  of  twenty-eight  helpers 
employed  under  the  title  of  laborer  in  the  Kingston  Avenue  Hospital  of  Brooklyn, 
a contagious  institution,  where  the  employes  hold  particularly  hazardous  positions. 
These  persons  receive  $600  per  annum  and  a lunch  at  noon,  but  all  reside  outside 
the  hospital  and  the  majority  of  them  are  supporting  families.  There  had  not 
been  a vacancy  in  eleven  months.  The  duties  of  these  persons  are  cleaning,  mov- 
ing beds  and  patients,  working  on  grounds,  watching  premises,  conveying  bodies 
to  morgue,  distributing  supplies,  collecting  and  disposing  of  garbage,  operating 
washing  machines,  assisting  in  painting,  carpentering,  plumbing,  etc.  The  list 
showing  length  of  continuous  service  is  as  follows : 
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Name 

Appointed 

Length  of  .Service 

Years 

Months 

Philip  Boice 

Oct.  22,  1906 

8 

6 

Stephen  Blanchard 

Dec.  28,  1907 

7 

4 

Timothy  Brosnan 

April  1,  1905 

10 

1 

Luke  Burns 

June  1,  1911 

3 

11 

Edward  Bvrne 

Jan.  6,  1903 

12 

3 

James  Butter. 

April  1,  1907 

8 

1 

Thomas  Conlon 

Mar.  24,  1913 

2 

1 

Toney  Costello 

April  7,  1913 

2 

1 

James  Donahue 

Mar.  28,  1904 

11 

1 

Peter  Frank 

Nov.  14,  1911 

3 

5 

Thos.  Green 

Jul  v 19,  1910 

4 

9 

John  Gregs 

Nov.  21,  1912 

2 

5 

fames  Hurlev 

Mar.  7,  1904 

11 

2 

Walter  Hegeman 

April  1,  1906 

9 

1 

Edward  Milan 

June  19,  1912 

2 

10 

John  McGowan 

Mar.  17,  1906 

9 

1 

Wm.  Peacock 

June  14,  1914 

11 

John  Quagliato 

June  15,  1911 

'3 

10 

D.  G.  Rowland 

June  7,  1912 

2 

10 

John  Redmond 

May  2,  1906 

9 

John  Ronallo 

June  7,  1912 

2 

11 

Wm.  Shea 

Oct.  27,  1905 

9 

6 

Michael  Sweeney 

Jan.  14,  1910 

5 

3 

Patsy  Spinello 

July  14,  1913 

1 

9 

George  Schutz 

Nov.  1,  1913 

1 

5 

Charles  Smith 

June  10,  1914 

11 

Jacob  Sheuser 

May  3,  1906 

*9 

11 

George  Walsh 

July  6,  1909 

5 

9 

This  table  shows  an  average  length  of  service  for  the  twenty-eight  men  of  five 
years  and  nine  months.  Two  other  contagious  hospitals,  Willard  Parker  and 
Riverside,  employ  about  sixty  helpers  at  $600  per  annum  without  maintenance,  and 
the  average  length  of  service  is  just  as  great  as  in  Kingston  Avenue.  Besides 
being  the  most  undesirable  hospitals  in  which  to  work,  the  Riverside  and  Kingston 
Avenue  Hospitals  are  among  the  most  inaccessible  of  all  the  City  institutions. 
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Supervise  the  cleaning  of  offices,  halls,  stairs,  bedrooms,  2 male 
dormitories,  3 shacks,  6 helpers4  dining  rooms,  annex  T.  B. 
dining  room  and  Church. 

Cleaning  halls,  stairs,  bedrooms,  offices,  bathrooms  and  toilets. 
Making  beds. 

Cleaning  windows  in  all  buildings  except  male  dormitories  and 
T.  B.  Infirmary. 

Cleaning  and  scrubbing  two  offices  and  assisting  in  general 
cleaning. 

Cleaning  offices,  drug  store,  general  store,  school  house  and 
cleaning  room  in  Ward  “A”,  assisting  in  other  rooms. 

Polishing  floors.  ~~ 

Cleaning. 

Cleaning  dormitories,  shacks,  annex,  receiving  ward,  church, 
Helpers’  and  T.  B.  dining  rooms. 

Perquisites: — Note  all  cases  in  which  full  maintenance  is  not  given 

♦Unpaid  help — maintenance  only.  **Colored  women  prisoners. 
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Signature  of  Employee  in  Immediate  Charge  Signature  of  Head  of  Bureau  or  Division 
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